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TOPMIS II TRAINING 

USER ID AND PASSWORD
 
 

Login 
 User id:  zcmuser 
 Password:  crossing 
 
 
E-TOPMISS II 
 User id:  zcmuser 
 Password:  crossing 
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TRAINING OBJECTIVES 
 
TRAINING OBJECTIVE 1: Overview of the TOPMIS II Desktop  
 
At the end of this session, the student should be able to: 
 

1. Have a basic understanding of the TOPMIS II Desktop. 
 
2. Understand the following terms: 

a. TOPMIS II Desktop 
b. Service Application 
c. Interface Broker 
d. TESS 
 



 

 
TOPMIS II TRAINING MANUAL 
Overview  
_________________________________________________________________________________ 

 
 
TOPMIS II displays the date and time of the last refresh to the system.  This information 
is found at the top of the screen.   
 
 
 

 
 

• Review of the TOPMIS II Desktop 
 File  

- Printer Setup 
- Exit  
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_________________________________________________________________________________ 
 

 
Printer Setup window contains a list of printers specific to TOPMIS II 
Exit allows you to exit the TOPMIS II system.  
 
Tools options 

• Options 
• Customize toolbar.  

 

 
Options allows you to modify your user profile 

• Updateable fields have a light or white background. 
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Customize Toolbar will allow you to customize you toolbar settings. 
 
 
 

 
 Services Option 

- Apps  
- Workflow  
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-  Apps - Application Services – Main menu 
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_________________________________________________________________________________ 
 

 
Workflow -  mail system currently used for stabreaks, mainly used by the career 
managers and the distributions managers at HRC    
 
 
 

 
 Help Option 

- Help Topics 
- Tess Search – Technical Environment Support System 
-  What’s new and about 
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TESS Search is the data dictionary for TOPMIS II.   
 
 
 

 
- Enter the field names or values you would like to search [CONGR] (Control Grade) 
select <ok> to display the values.   
 
- Select <more> to review the title, the field definition, the abbreviation, the field type 
and the field length. 
 
- Print will allow you to print the field value definition. 
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Overview  
_________________________________________________________________________________ 

 
Save As - saves the values that you have selected to a document or a disc  
   Enter a File Name <click> on [ok].  
 
 

 
 
 
To find a specific value or data element name, type the field name, i.e., [CONGR], click 
on <ok> 
 Select the <value> radio button, enter the value you would like to find [I5] in the 
 selection criteria field area and select <ok> 
 This will give you the data element name for CONGR and the value for “I5”    
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_________________________________________________________________________________ 
 

 
 
To find the values for a specific field name, enter the field name [CONGR] in the field 
name or value name area and select <ok> 
 
Select the <description> radio button and enter [MAJOR] in the selection criteria field 
area and select <ok> 
 
Select the <filter> button; this will give you the value and description for “MAJOR”.  
 
 
 

 
 
Select the <reset> radio button, to reset the descriptions field. 
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_________________________________________________________________________________ 
 

 
 
Select the <abbreviated> radio button to display the short name description or code for 
each value.  
 
 

 
 
Select the <value> radio button, enter [I5] in the field name and value area and select 
<ok> 
 
This will give you a list of Field Names that contains the value of ‘I5’. 
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Icons 
 Apps Icon – first Icon 
          Workflow – second and third icon, arrows pointed up and down  
          Help - fourth icon, question mark  
 
 
 
 

 
 
Select the Apps icon to enter the main menu  
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Officer Record Brief (ORB) - is an important tool used in the management of officers, 
it is updated from the Officer Record Data (ORD) screens, there are two types of ORBs 
 
Regular ORB – the regular ORB is used by personnel managers at HRC and the field 
 
Board ORB -  HRC selection board members use this ORB in conjunction with other 
documents to gain an initial impression of an officer’s qualifications and career history 

 
To access 
- Double <click> on [Officer Record Brief]  
- Double <click> on [Officer Record Brief]   
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_________________________________________________________________________________ 
 

 
 
< Click> on the down arrow on the [TYPE] of ORB line 
 
To display a regular or board ORB 
 
<Click> on the [officer] or [warrant] radio button to select the commission or warrant 
officer ORB 
 
 Enter the officer’s SSN, <click> on [Search] to display the officer’s ORB.   
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To refresh your screen <click> on [new query] and follow the steps on the previous 
page 
 
To run a by-name ORB enter the Officer’s name, i.e,   

- Smith  
- Smith James 
- Smith J 
- <Click> on [search] to display the officer’s ORB 

 
Note:  To retrieve an officer’s ORB <click> on the commission button or Warrant <click> 
on the warrant button..  The default is commission and warrant officers.  
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Double <click> on the Officer’s [name] you would like to be displayed.  The Officer’s 
Name, SSN, Record Status Code, Rank and Branch will also be displayed at the bottom 
of the screen.  The total number of records retrieved will be displayed at the bottom left 
hand side 
 

- Print Feature 
- Single ORB 
- <click> on the print icon 
- Multiple ORBs 

                           -  Highlight the names by doing the following 
-  Printing Selected Names 

                           -  Press [ctrl] key and <click> to highlight selected names, click on print  
-  Printing A Group of Names 

                          -  < Click> on the first name and press the [shift] key and <click> on the 
last name to highlight the selected names, click on the printer icon 
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The Import SSN List option will allow you to import SSN’s or  
Names from another interface broker. i.e., excel 
We will discuss this option further in the Asset II Query option. 
 

 
 
The Past SSN list is similar to the Imp SSN list option; this will also be discussed in the 
Asset II Query option. 
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Overview  
_________________________________________________________________________________ 
 

 
 
The Hint Balloon Option will display information about the officer when you move the 
mouse on the officer’s name, <click> on [Hint Balloon] to select this option. The 
balloon displays the Officer’s name, SSN, Record Status Code, Branch and Rank. 
 
 

 
 
Change the focal length by clicking on [zoom] to percentage button 
The percentage option will allow you to change the size of the form.  The  
default is 100%. 
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The magnifying glass or the zoom icon has been previously discussed.  
 

 
 
The third icon or Imp SSN list icon has been previously discussed. 
To close the ORB application, <click> on the [x] in the upper right-hand corner, or 
<click> on the [man] in the uppers left-hand corner and <click> on [close] or the folder 
icon   
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_________________________________________________________________________________ 

 
Request for Orders application 
<Click> on the first icon, double <click> on [Requisitions and Assignments] 
Double <click> on [Assignment Instructions Viewpoint [RFO)] 
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This application will allow displaying of information by selecting the Commission or 
Warrant button, the Officer’s SSN or Name. 
 
 

 
 
<Click> on [search] to display the data 
If you would like to display another RFO <click> on [new query]. 
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RFO’s selection screen: 
 
A REQID (Requisition Identification) or CMAAOF/BR (Career Management Authority 
Active Duty Officer and Branch, i.e., W1/AV) 
 
The TOPMIS USERID the career management who cut the order 
 
A specific date, a range of dates or a since date, yyyymmdd. 
 
A PSC (Personnel Service Center) i.e., TD10 – Ft Jackson, SC.  When you select the  
 
Gaining PSC button and enter the PSC, this will give you the RFO’s for officers who are 
on orders to Ft. Jackson, if you select the Losing PSC button and enter the PSC, you 
will be able to select RFO’s for those officers leaving Ft. Jackson. 
 
A CMD/IARC (Command Code and Installation Activity Requisition Code), i.e., TCSJ 
(TC stands for TRADOC and SJ stands Ft. Jackson, South Carolina). 
 
A UIC (Unit Identification Code) i.e., W6EDAA 
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To select the type of RFO, <click> on the [buttons] above the Officer’s RFO.    
The types of RFO’s are Normal, Amendment, Revocation, Diversion and Extension. 
 

 
 
To select the type of RFO, <click> on the [buttons] above the Officer’s RFO.    
The types of RFO’s are Normal, Amendment, Revocation, Diversion and Extension. 
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_________________________________________________________________________________ 

 
Highlight all the names to print the Officer’s current RFO.  
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TRAINING OBJECTIVES 
 
TRAINING OBJECTIVE 2: ASSET II Simple Queries 
 
At the end of this session, the student should be able to: 

 
1. Navigate and use the interface broker to manage the officer’s record. 
 
2.   Write and run simple queries to manage an assigned population. 
 



 

TOPMIS II TRAINING MANUAL 
Overview ASSET II Query System 
_________________________________________________________________________________ 

 

 
 
The Asset II query system will give you a user friendly application to create your own 
query.  This system will allow you to display Officer and Warrant Officer Data in a report 
format.  Asset II is the current replacement for Data Query and Data Reporter. 
 
Selecting Asset II application 

- double <click> on [Query System] 
- double <click> on [Asset II] 
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Overview ASSET II Query System 
_________________________________________________________________________________  

• Review the Desktop 
 

 
 
Standard Windows Features 
 Title Bar  -  Date of the last refresh to the system   
 Menu Bar 
 

 
 

File Option 
Open - opens an existing query 
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Overview ASSET II Query System 
_________________________________________________________________________________  
 

 
 
Highlight the Query Name and <click> on [ok] to review the query.  After 
reviewing the query you have the option to run a public query. 
 
Note:  Click on the down arrow on the left hand side of the user name, to review 
other user’s public query. 
 
_____________________________________________________________________________ 

 
 
Delete - deletes an existing query 
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_____________________________________________________________________________ 
 

 
 
Run - runs an existing query, the query must be displayed on your screen 
 

 
 
Import Data - imports i.e., social security numbers into the condition area 
Close – close the query window 
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Save – updates an existing query  
Save As - saves a new query 
 Domain  
 Private - saves your query in your library 
 User -   saves your query in the public library    
 Columns 
 Short Name Maximum 40 characters    
 Long Name 
 Exit – exit you out of TOPMIS II 
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Overview ASSET II Query System 
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Edit - the cut, copy and paste features will allow you to cut, copy and paste 
information from Asset II or from a document, such as word or excel. 
 

 
 

 View 
-  Apply Detail Condition -   
-     Default – activated with check   
-                    uncheck to deactivate  
- Clear Query 
- Clear Select – selected column window 
- Perform Count  - print totals 
-      Default – inactive no check  
-                     check to activate 
- Search Typeahead Short Name  

Revised June 2004    32



 

-       Default – activate with check - type data element name in the 
 Query title bar.  

                   Uncheck to activate - type the long name in the Query title bar. 
- All Tabs 

                  Default – activate with check - Displays all the Options available in the  
   condition area Uncheck to activate 

 

 
 

 Tools 
 

- Options - user profile  
- Customize Toolbar 

 

 
 

 Services    
- Apps  -  Application Service Menu 
- Workflow  - Mail System 

-  Inbox 
-  Outbox 

- Autoforward 
TOPMIS II TRAINING MANUAL 
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Overview ASSET II Query System 
_____________________________________________________________________________ 
 

 
 

 Window 
- Standard Window features 
      -  Cascade 

          - Tile Horizontal 
             -   Tile Vertical 

-   Layer 
-   Minimize all Windows 
-   Numbered list of open windows in the application 

 

 
  Help 

- Help Topics  
- TESS Search – TOPMIS Data Dictionary 
- What’s New 
- About   

 
TOPMIS II TRAINING MANUAL 
Revised June 2004    34



 

Overview ASSET II Query System 
_____________________________________________________________________________ 
 

 
 
• Application Maximize, Minimize  & Exit Buttons  - top right and left hand corner 
• Areas Unique to Query System – Asset II 
 

 
 

 SmartIcon 
- Apps  - Application Service Menu 
- Open Inbox –  mail box 
- Open Outbox –  mail box 
- Search Up -   use when Typeahead shortname is deactivated 
- Search Down - use when Typeahead shortname is deactivated  
- Clear Query – clears the query screen 
- Clear Select – clears the selected column window 
- Sort Columns – sort data 
- Move Columns Up – 
-         move data in the selected column window 
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- Move Columns Down 
-         move data in the selected column window 
- TESS  Search – right click on data element to access 

 
 
 

 
 
  

- Help 
- Open Folder – Opens a Query  
- Save 
- Delete 
- Run – runs a query 
- Close – close a query 

 Status Bar – bottom of screen 
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 Query Title Bar 
 Preview First 100 Rows – preview 100 records 
 Query Selection Area 

- Available Columns Window – contains all data elements  
- Selected Columns Window –  contains data elements you select 

to run your query 
                -    Decode – displays long name on your report by clicking in the box 
on the left hand side of the data element name in the Selected Column Window  
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 Query Condition Builder Area  
- Where  
-  Sort - sorts the order of the data elements displayed  on your  
   report 
- Syntax -  Select “View – All Tabs” from the menu bar to display 
- Plan  -  Select “View – All Tabs” from the menu bar to display 
- Groups - used for complex queries 
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 Group 1 
- Database Column - data can be added in the following 

manner; 
-         Type the data element name in the database column field 

or  
-          Access TAPDB-AO data elements from the Selection 

Window  or the Available Column Window by 
clicking on the data element name and dragging 
the data element to the Database Column name 
field  

-                           or 
-           <Click> on the 3 dots on the left hand side of the Operator 

Field   
-               Type the data element name or the data element name 

long name in the Where_qry_cond_tx_typehead 
window  and click on [select] to display the data 
element you are looking for 

-   Operators - phrases used to determine a particular course of 
action, refer to hand-out 

- Condition - contains data elements values, codes, dates 
and/or phrases, i.e., null. 

- Logical -  connector, this feature will allow you to add a line  
-           AND 
-           OR 
-       To delete a line do a right <click> to delete a line, to add a 

line back you must right <click> again and 
<click> on add.  After you add the line back you 
can use the logical connectors again. 

- Run Query 
-     <Click> on the run icon to execute your query. 
-       Located next to the closed folder icon. 
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         Query Asset Result Window 
 

 
 

 File Option 
- Close  - Printer Setup 
- Print  - Exit 
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 Edit Option 
- Cut, Copy, Paste – allows you to copy results into excel or  
 word. 
 

 
                                

- Find – allows you to find the next occurrence of the data element 
you have identified in your selection criteria 

- Binocular Icon 
TOPMIS II TRAINING MANUAL 
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_____________________________________________________________________________ 
 

 
 
Select All Rows – will allow you to highlight and select all your data to download to 
excel, ORB, ORD, RFO, DAPMIS Photo, etc. 
 
Square Icon 
 
 

 
 
Deselect All Rows – allow you to deselect the data 
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_____________________________________________________________________________ 
 

 
 
Combine View – combine all of the officer’s data on one line 
 

 
 
Master Detail/View – this the opposite of combine view 
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_____________________________________________________________________________ 
 

 
 

Suppress Repeating Field – the default is suppress repeating field 
 
Note:  if you change the default, this option works in the following manner:  If an officer 
has duplicate lines of information the information that is repeated does not print on the 
screen. 
 

 
 
Display Short Column Name – displays the data element name as a header name, 
i.e., CVEDI 
 
TOPMIS II TRAINING MANUAL 
Overview ASSET II Query System 
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Display Long Column Name – displays the long name as a header name, i.e., Civilian 
Education School 
 

 
 
Sort –Allows you to sort as many data elements (source data) as you would like 
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_____________________________________________________________________________ 
 

 
 

Sort – click on the source data and drag it to the columns area, select ascending or 
descending.  The default is ascending 
 
Filter – not available 
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Halt Combine/View Icon – Hand Icon - Stop your query result from  running 
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Downloading data to Excel 
 

 
- Downloading Query Result Asset to Excel 
- <Click> on the APS icon 
- Double <click> on Export Data Window To File 
 

 
- Type the [File Name] 
- Select [Excel with headers] 
- [Click] on Save 
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_____________________________________________________________________________ 
 

Downloading Data to Run ORBS 
 

 
 

- <Click> on Edit and Select All Rows 
- <Click> on the APS icon 
- Double <click> on ORB 
- In the Application Service Broker Window <click> on [yes] 

If you would like to run ORBs on the records 
 

Note:  If you would like to select various records, you must highlight your selection by 
pressing control and <click>.  To select a group o 

 f records <click> on your first selected record and press the [ 
 shift] key and <click> on the last record of your selection group. 
 
The same rules apply to ORB, RFO, ORD, DAPMIS Photo and Labels 
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EXERCISE 1 

(Screen Shot can be found on page 56) 
 
Selected Columns Window 
 

      A.  Select Preview First 100 Rows. 
 

B.  Select the following data elements from the Available Columns Window and 
move them to the Selected Columns Window: 

      
       Data Element Name           Description Name
 
       NAME                                Name 
       SSN                                   Social Security Number 
       PSC                                   Military Personnel  - select current duty unit [A1]  
       ADCTYM                           Address City Mail                     
       ADSTCM                            Street Address Line 2 
       ADSTM                               State Abbreviation 
       ADSTRM                            Street Address Line 1 
       ADZIPM                              Postal Zip Code 
  
<Click> on the box to the left of the data element name in the selected column 
window. 
 

C. Find the data element for permanent grade;  
 
         1.  <Click> on View. 
       
         2.  <Click> on the [Search Typeahead Short Name] line. 
 
        3.   Type [grade] on the type ahead line. 
 
        4.   Select the data element for permanent grade. 
 
D.  Add the data element above the NAME in your selected columns window. 

 
E.  Move the Street Address Lines 1 and 2, above the Address City Mail. 

 
      Condition Area 
 

A. Select all active duty (RECSTA), Captains (PGRAD), assigned to Military 
Personnel (PSC), 55th 

  PSB Det. B SQD, AEUPE-PSB-HBA, APO, AE  09175-0885.   
 
     B.  In the Military Personnel Window select Current Duty Unit [A1]. 
 
     C.  Run your Query. 
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EXERCISE 2 

(Screen Shot can be found on page 56) 
 

The following query is a continuation of Exercise no. 1; it will allow you to select active 
duty Majors and Captains who have a basic branch of Air Defense and are assigned 
to the 55th PSB Det. B SQD, AEUPE-PSB-HBA, and APO AE 09175-0885. 
 
Selected Column Window 
 
       A.  Use the data elements from Exercise 1 in the Selected Column Window. 
       B.  Select the data element for Basic Branch. 
       C. <Click> on the box to the left of the data element name. 

 
       Sort  
 
         In the Selected Column Window, move the data element for Basic Branch 
after SSN. 
  

Condition Area 
 

       A.  Change your condition for PGRAD from equal Captains to select Captains and 
Majors (make sure you change your operator).   

 
          B.  Select officers who have a Basic Branch of Air Defense. 

 
             C.  Run your Query. 

 
Query Result Asset Window 
 
             A.  Sort your result set by PGRAD. 

 
          B.  Download your data to an excel spreadsheet. 
 

DOWNLOAD DATA TO EXCEL 
 

        1.  <Click> on the Select Application Service icon (first icon). 
           2.   <Click> on Utility. 
           3.  <Click> on Export Window Data to File (field users) or New Excel         
  Spreadsheet (in-house users). 

                 4.  Change your [Save as type:] to xls or excel with headers. 
           5.   Name your file on the [File name] line. 

        6.   Save your file on your Desktop on your [Save in] line or a file of your choice. 
 
* Note:  make sure you save the file; you will use it later in class. 
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EXERCISE 3 

(Screen Shot can be found on page 57) 
 
 

The following query will allow you to download SSNS from a spreadsheet into the 
condition area and print the information for the data elements that are identified in the 
selected column window.   
 

Selected Column Window 
 

Control Grade 
Name 
Military Personnel  
Social Security Number 
DATE REP-ASGMT-ORDERS 
OPMD IARCA - ORDERS 

 
 <Click> on the box to the left of the data element name, the [dec] box. 

 
Condition Area 

 
A.  Select active duty Officers and download SSN’s from your spreadsheet into the 
condition area.  
 
B.  Create a line by <clicking> on logical and select [and]. 
 
C.  Type [SSN] in the database column field. 
 
 D.  Select your operator. 
 
 

Downloading SSNS to the TOPMIS II Query System
 
 
A.  Highlight your SSN’s, right <click>, <click> on copy. 
 
B.  Bring up your TOPMIS II query, right <click> in the condition field. 
 
C. <Click> on Paste. 
 
D. Run you Query. 
 
 

* Note:   If the DATE REP-ASGMT-ORDERS and the OPMD IARCA – 
ORDERS (on orders field) are blank that means that the officers are not on 
orders. 
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EXERCISE 4 

(Screen Shot can be found on page 57) 
 

 
Using the output from Exercise 3, create ORBs for the officers that are on 
orders.      
 

A.  From the Query Asset Window, sort the data by using the data element for 
OPMD IARCA – ORDERS (ARPMAO_ORDERS). 
 
B.  Highlight the records of the Officers that are on orders. 
 

ASSET II Highlight Feature 
 

          1. <Click> on your first line of information you want to 
highlight. 
 
          2.  Move your mouse down to the last line you want to 
highlight. 
 
          3.  Press the [Shift] key and <click>.  
 
C. <Click> on the Select Application Service icon (first icon). 
 
D.  Double <Click> on Officer Record Brief (ORB) and double <click> on ORB 
again. 
 
E. <Click> on [yes] on the Application Service Broker dialog box. 
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EXERCISE 5 

 
Using the output from Exercise 4, create Request for Orders for the officers that 
are on orders.      
 

A.  Highlight the Officer’s name  
B. <Click> on the first icon. 
C.  Double <Click> on Requisitions and Assignments. 
D.  Double <Click> on Assignment Instructions Viewprint (RFO). 
E. <Click> on [yes] on the Application Service Broker dialog box. 
 

 
 
 

EXERCISE 6 
 
Using the output from Exercise 5, create work address labels for the officers 
that are on orders.      
 

A.  Highlight the Officer’s name  
B. <Click> on the first icon. 
C. <Click> on Utility. 
D. <Click> on Label Generation. 
E. <Click> on the appropriate Select Label Type. 
F. <Click> on OK for the Label Specifications. 
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EXERCISE 7 
(Screen Shot can be found on page 58) 

 
 
The following query will allow you to count the total number of active duty officers for 
each PSC and grade. 
 
Selected Columns Window 

 
  PSC    <Click> current duty unit 
  PGRAD     
 
A. <Click> on the DEC box 

 
B. <Click> on preview first 100 rows. 
 
C. <Click> on View and Perform Count. 

 
     Condition Area 
 
             A.  Select all active duty officers. 
 

B. Run your query. 
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EXERCISE 1 
Screen Shot 

 

 
 

EXERCISE 2 
Screen Shot 
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EXERCISE 3 
Screen Shot 

 

 
 
 

EXERCISE 4 
Screen Shot 
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EXERCISE 7 
SCREEN SHOT 

 

 

Revised June 2004    58



 

Revised June 2004    59

TRAINING OBJECTIVES 
 
TRAINING OBJECTIVE 3: Complex Queries  
 
 

1. Understand the term “operator” as it pertains to conducting data queries: 
a. Become familiar with the rules for complex operations 
b. Know when to use different operators in a query. 

 
2. Write and run complex queries to assist in personnel population 

management. 
 
3. Use the various handouts provided on the query system for future reference. 

 
 
 



 

Revised June 2004    60

 
COMPLEX OPERATIONS RULES AND SAMPLES 

 
 

OPERATOR RULES COMMENTS EXAMPLES

EXIST 
WITH 

“,” separate values 
equates to 
“AND/OR” logic 

Use with multiple 
occurrence database 
elements in a record.  It 
will return the combination 
logic that would otherwise 
have to done with “OE” 
logical joining multiple 
condition rows. 

ASICO EXIST WITH 5P, 
5Q 
 
-will return officers with an 
ASICO of 5P and 5Q just 
5P, or just 5Q 

EXISTS 
WITHOUT 

“,” separate values 
with a comma if 
you have more 
than one value 

Use when the desired 
results are negative logic 
that can’t be 
accomplished with NOT 
EQUAL.  MCRDCC NOT 
EQUAL ADC would give 
you every officer that had 
ANY MCRDCC not the 
officers that had not yet 
attended ADC. 

MRDCC EXISTS 
WITHOUT ADC 
 
-will return officers that 
have not yet attended 
ADC. 

IS Condition Field 
must be blank—no 
entries should be 
made 

IS Operator looks for 
“NULL” fields.  DON’T 
ENTER A VALUE IN THE 
CONDITION FIELD. 

ARQODA_ORDERS IS 
NULL 
 
-“NULL” nothing is entered 
in the condition filed.  This 
will return all the records 
that are not on orders for 
the population being 
selected. 

IS NOT Condition Field 
must be blank—no 
entries should be 
made 

IS NOT Operator looks for 
“NOT NULL” fields.  
DON’T ENTER A VALUE 
IN THE CONDITION 
FIELD 

ARQODA_ORDERS IS 
NOT NULL 
 
- “NOT NULL” nothing is 
entered in the condition 
field.  This will return all the 
records that are on orders 
for the population being 
selected. 

IN “,” comma to 
separate values is 
required 

IN Operator with “,” 
separating the filed values 
will search for a series of 
codes for the same 
database element.  An 
“IN” operator can be used 
instead of a series of 
“OR” conditions 

CRMGOF IN 
CM,EN,MI,MP, or SC 
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OPERATOR RULES COMMENTS EXAMPLES 

 
NOT IN “,” comma to 

separate values is 
required 

NOT N Operator with “,” 
separating the field 
values will exclude from 
the search a series of 
codes for the same 
database element.  An 
“IN” operator  can be 
used instead of a series 
of “OR” conditions 

CRMGOF NOT IN 
CM, EN, MI, MP, SC 
 
Will exclude the officers 
controlled by CM, EN, MI, MP, 
SC 
 

LIKE % to indicate 
wildcard 

LIKE Operator with “%” 
in the filed value 
indicates where the 
database should stop 
comparing the field.  
The “%” can be at the 
beginning or end of the 
field value – or on both 
sides.  The “like” 
operator gives the user 
the freedom to refine 
conditions. 

% ON THE END
ASGAOC LIKE 53%- 
 
Returns all AOC that start with 
53. 
 
% ON THE FRONT 
NAME LIKE %son- 
 
Returns all Names that has 
“son” on the end, i.e. 
davidSON 
 
%BOTH ON THE FRONT 
&END 
 
NAME Like %son% 
 
Returns all names that have 
“son” contained in the name 
like Davidson, Sontag, 
Johnsonton 
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EXERCISE 8 

 
The following query is a continuation of exercise no. 7.  This query will allow you to 
count the total number of active duty officers for each PSC, grade, sex and 
REDCAT. 
 
Selected Columns Window 

 
  Add the following to exercise no. 7 
  SEX 
  REDCAT     
 

 A.  Do not check your DEC box. 
 
 B.  Run your Query. 
 
 

EXERCISE 8 
Screen Shot 
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TOPMIS II TRAINING MANUAL 
TOPMIS II Frequently Used Data Elements  
 
OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
            
TROOP PROGRAM SEQUENCE 
NO   (VARIES) AOA 660 X 
LOSING LOCATION - AREA   AALA OAG 203 X(1) 
PREV ASGN LOSING AREA   AAPA OAJ/OAG 203 X(1) 
MGIB BASIC BENEFIT   ACFGIA OCO 211 X(1) 
TYPE OF AIRCRAFT   ACFTSR OAO 210 X(2) 
PILOT QUALIFICATION   ACLEV OAO 210 X(1) 
AIRCRAFT QUALIFICATION   ACQ OAO 210 X(3) 
AD-BR-PREF-PRI-NR   ADBPNR OMB 230 X(1) 
AD-BR-PREF-CD   ADBRPR OMB 230 X(2) 
EARLY SEP PGM CAT   ADCCD OBP 221 X(1) 
CITY OR TOWN   ADCTYM OCY 233 X(17) 
SECONDARY SKILL IDENT   ADDSQW OCV 215 X(1) 
AUTHORIZED DOCUMENT   ADOCSG OAG 203 X(11) 
ADDITIONAL PAY CAT   ADPYCT OBJ 217 X(1) 
ADDITIONAL PAY CODE   ADPYTY OBJ 217 X(2) 
STREET ADDRESS LINE 2   ADSTCM OCY 233 X(29) 
STATE ABBREVIATION   ADSTM OCY 233 X(2) 
STREET ADDRESS LINE 1   ADSTRM OCY 233 X(29) 
POSTAL ZIP CODE   ADZIPM OCY 233 X(9) 
ADV EDUC PGM CATEGORY   AEPCAT OCZ 234 X(1) 
INDIVIDUAL ALIAS NAME   ALIASN OCY 233 X(27) 
AMEDD-APPL-STMLS   AMASTM OAU 212 X(1) 
AMEDD-ACCN-CAT   AMDDAC OAU 212 X(1) 
AMEDD-LOC-IDENT   AMDLOC OAU 212 X(2) 
SECONDARY MOS & SQI   AMOSDW OCV 215 X(5) 
SECONDARY MOS   AMOSWO OCV 215 X(4) 
AMEDD-APPL-STATUS   AMSTAT OAU 212 X(2) 
YR-MO-ACQ-CORPS-APPT   AQAPYM OWE 290 X(6) 
MIL-ACQ-POSN-DPRT-RSN   AQDPRS OAI 205 X(1) 
ACQUISITION POS NBR   AQPSNR OWD/OAI 205 X(12) 
ACQ ROTATION IDENT   AQRRRS OAI 205 X(1) 
ACQ ROTATION TYPE   AQRRTY OAI 205 X(1) 
ACTUAL LOCATION - STATE   AREAX AOF 660 X(3) 
UNIT ASGN LOC - STATE   AREAX AOF 660 X(3) 
ASGMT REQ ID   AREQID OAI 205 X(13) 
ARMY LOCATION CODE   ARLOC AOF 660 X(5) 
OPMD IARCA   ARPMAO OAI 205 X(2) 
ASG-REQ-ACTVTY   ARQACT OAI 205 X(4) 
OFFICER ASGMT CMD   ARQODA OAI 205 X(2) 
SEQUENCE NUMBER   ARQSNR OAI 205 X(4) 
TYPE REQ ALLOCATION   ARQTYP OAI 205 X(1) 
ASSIGNMENT CONSIDERATION   ASCO OAC 202 X(2) 
AVIATION SVC ENTRY DATE   ASED OAQ 210 X(8) 
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TOPMIS II Frequently Used Data Elements  
 
OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 

 
      
DATE OF PROJECTED SEP   ASEPDT OBP 221 X(8) 
CTL COMM CAR MGMT FLD   ASGAOC OAI 205 X(3) 
ASGMT CATEGORY (C,H,O,P)   ASGCAT OAI 205 X(1) 
ASG SKILL ASI - CO   ASGFAC OAI 205 X(2) 
ASG SKILL ASI - WO   ASGFAW OAI 205 X(2) 
INHIBIT FLAG   ASGINH ODD 202 X(1) 
ASSIGNMENT LANGUAGE IDENT   ASGLNG OAI 205 X(2) 
MEDICAL SPECIALTY   ASGMDS OAI 205 X(2) 
ASG MOS  - WARRANT   ASGMSW OAI 205 X(4) 
ASG LIC/SKILL SQI - CO   ASGSAC OAI 205 X(2) 
ASG LIC/SKILL SQI - WO   ASGSAW OAI 205 X(2) 
ASGD SECOND CAREER FLD   ASGSCF OAI 205 X(2) 
ASSIGNED SQI - WO   ASGSQW OAI 205 X(1) 
OFCR UNIT IDENT & SD (W)   ASGUIC OAI 205 X(6) 
OFCR UTIL UNIT IDENT CD   ASGUPC OAD/OAI 205 X(5) 
SKILL - CO   ASICO OBB 214 X(2) 
SKILL - WO   ASIWO OBC 215 X(2) 
ASSIGNED MOS - WO   ASMOSD OAI 205 X(5) 
ASSIGNED/JOINED INDICATOR   ASNJIN OAG 203 X(1) 
ASSIGNED AOC - CO   ASPOSD OAI 205 X(5) 
ASG CAR MGMT FLD - COMM   ASPRCC OAI 205 X(9) 
CTL CAR MGMT FLD - WARR   ASPRCW OAI 205 X(9) 
ASGMT RESTRICTION-COUNTRY   ASRSCN ODC 202 X(2) 
ASGMT REST REASON-
COUNTRY   ASRSRN ODC 202 X(2) 
ACCESSION TDR FLAG   ATDRI OBI 218 X(1) 
LINE NUMBER   ATHDLN OWD/OAG 203 X(3) 
PARAGRAPH NUMBER   ATHDPN OWD/OAG 203 X(4) 
AUDIT INDICATOR   AUDITI OBI 218 X(1) 
AVIATION GATE BD STATUS   AVNGTS OAQ 210 X(1) 
CAMP/SVC AWARD (CASAWD)   AWDCAT OAK 207 X(8) 
CBT/SP SKILL BDG (CBTSPB)   AWDCAT OAK 207 X(8) 
FOREIGN AWARD (FORNAW)   AWDCAT OAK 207 X(8) 
IDENT BDGE (IDETBD)   AWDCAT OAK 207 X(8) 
MIL DECORATION (MILDEC)   AWDCAT OAK 207 X(8) 
NON-MIL DEC (NMLDCN)   AWDCAT OAK 207 X(8) 
UNIT AWARD (UNTAWD)   AWDCAT OAK 207 X(8) 
BASIC BRANCH   BABR OAG 203 X(2) 
BASIC ACTIVE SVC DATE   BASD OAG 203 X(8) 
DATE OF RA/USAR/NGUS APPT   BDAOTT OAG 203 X(8) 
BODY FAT STD ACC   BODFSA OBG 217 X(1) 
BASIC OFFICER SERVICE DAT E BOSD OAG 203 X(8) 
BRANCH DETAIL EXPIRES   BREX OAG 203 X(6) 
BELOW ZONE PROMOTION-COL   BZCOL OAZ 213 X(1) 
BELOW ZONE PROMOTION-LTC   BZLTC OAZ 213 X(1) 
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OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
      
BELOW ZONE PROMOTION-MAJ   BZMAJ OAZ 213 X(1) 
CATEGORY STATUS   CATST OAG 203 X(1) 
CIVILIAN EDUCATION DEGREE   CEDG OCN 211 X(4) 
CIVILIAN EDUCATION LEVEL   CELC OCO 211 X(2) 
COMMISSIOND MGMT FLD PREF   CFPREF OAG 203 X(2) 
COUNTRY EAD   CFWEAD OBG 217 X(2) 
BRANCH AOC   CF1AOC OCQ 214 X(3) 
FUNCTIONAL AOC   CF2AOC OCR 214 X(3) 
MED MGMT SPECIALTY ADD'L   CF3AOC OAU 212 X(3) 
CHARACTER OF SERVICE   CHRSVC OAM 209 X(1) 
CITY OF BIRTH   CITYBR OBG 217 X(17) 
CURR-ASG-LINE-NBR   CLNNBR OAG 203 X(3) 
CAREER DIVISION   CMAAOF OAG 203 X(2) 
TROOP COMMAND TOUR   CMDTR OAF 202 X(5) 
COUNTRY OF BIRTH OF OFCR   CNTBIR OBG 217 X(2) 
COUNTRY OF BIRTH - SPOUSE   CNTBSP OBG 217 X(2) 
CITIZENSHIP SPOUSE   CNTCSP OBG 217 X(2) 
CITIZENSHIP OFFICER   CNTCTZ OBG 217 X(2) 
HOME OF RECORD - COUNTRY   CNTEAD OBG 217 X(2) 
OVERSEA LOCATION CODE   CNTOSA OCX/OAE 237 X(2) 
COST OF ADV EDUC   COADED OCZ 234 X(6) 
CONUS AREA PREFERENCE   CONAP OBH 202 X(2) 
CONTROL GRADE   CONGR OAG 203 X(2) 
CONUS-UNIT-INDIC   CONIND OAG 203 X(1) 
DOPMA PROMOTION LIST NUM   COSSN OAG 203 X(7) 
CURRENT ASGMT POSITION NB R CPONBR OAG 203 X(4) 
CURRENT PROCUREMENT PGM 
#   CPPNO OAG 203 X(2) 
BRANCH CODE   CRFLD1 OAG 203 X(2) 
FUNCTIONAL AREA CODE   CRFLD2 OAG 203 X(2) 
CTL BRANCH - COMM   CRMGOF OEB/OAG 203 X(2) 
CURR-ASG-PARA-NBR   CRPNBR OAG 203 X(4) 
COMMAND BD NON-SELECTS   CSCSEL OBO 220 X(2) 
PROMOTION LIST NUMBER   CSSQNK OAG 203 X(7) 
CURRENT SVC AGREEMENT   CSVCAD OSS/OAG 203 X(1) 
COMBAT TNG CTR ACTIVITY   CTCATY OBM 211 X(1) 
COMBAT TNG CTR EXP LEVEL   CTCLVL OBM 211 X(1) 
COMBAT TNG REASON   CTCRSN OBM 211 X(1) 
COMBAT TNG CTR EXP TYPE   CTCTYP OBM 211 X(1) 
COMBAT TNG CTR EXP DATE   CTCYMD OBM 211 9(6) 
COUNTY OF BIRTH   CTYBR OBG 217 X(5) 
CURR ASGN AREA DUTY TITLE   CUDEDP OAG 203 X(24) 
ACTUAL UIC-DD   CURDD OAG 203 X(2) 
ACTUAL PERSINS ACTIVITY   CURPPA OAG 203 X(2) 
ACTUAL UIC-PUD   CURPUD OAG 203 X(3) 
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DTE ACQ LAST PGM MLSTN   DTAQLM OAI 205 X(8) 
DTE ACQ NEXT PGM MLSTN   DTAQNX OAI 205 X(8) 
DATE JOINED ACTUAL CMD   DTARR OAG 203 X(8) 
ATTACHED DATE   DTATCH ODF 204 X(8) 
DATE OF AWARD   DTAWD OAK 207 X(8) 
DATE COMMISSIONED - WO   DTCACW OAG 203 X(8) 
DATE APPOINTED WO   DTCAWO OAG 203 X(8) 

ADV EDUC PGM OBLIG BEGINS   DTAEPB OCZ 234 X(8) 
ADV EDUC PGM OBLIG ENDS   DTAEPE OCZ 234 X(8) 
DT-AMEDD-APPL-STATUS   DTAMST OAU 212 X(8) 
PREV ASGN AREA FROM DATE   DTAPD OAJ 206 X(8) 
DATE OF RA APPOINTMENT   DTAPRG OAG 203 X(8) 

OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
    
PREVIOUS STABILIZED ASGMT   CURSTT OAG 203 X(1) 
ACTUAL UIC & SVC DESIG(W)   CURUIC OAG 203 X(6) 
ACTUAL UIC   CURUPC OAG 203 X(5) 
CIVILIAN EDU DEGRE SOURCE   CVECFS OCN 211 X(1) 
CIVILIN EDUCATIN LEVEL CD   CVEDC OCN 211 X(1) 
CIVILIAN EDUCATION SCHOOL   CVEDI OCN 211 X(6) 
TOTAL FED OFF SVC (AV)   CWSVDT OAQ 210 X(8) 
LOSING LOCATION - COUNTRY   CYLA OAG 203 X(2) 
UNIT LOCATION - COUNTRY   CYLU AOF 660 X(2) 
PREV ASGN COUNTRY LOC CD   CYPA OAJ 206 X(2) 
COMMENCED CURR O/S TOUR   DCOST OAG 203 X(6) 
DEPT - PERS SECURITY STAT   DDPSTA OBG 217 X(1) 
OS-DEP-TVL-CD   DEPTVL OCX/OAE 237 X(1)
DATE ELIG TO RETURN FM OS   DEROS OAG 203 X(8) 
UNIT DESIGNATION - TDA   DESIGT AO1 660 X(25) 
DTE INITIAL ENTRY MIL SVC   DIEMS OAG 203 X(8) 
DEFENSE APTITUTE TEST   DLABSC OBG 217 X(3) 
DELAY SEPARATION REASON   DLSEPR OAG 203 X(1) 
NUMBER OF DAYS LEAVE   DLVACR OAG 203 X(4) 
DISTINGUISHED MIL GRAD   DMGIN OAG 203 X(1) 
DUTY MOS - WO   DMOSWO OAG 203 X(4) 
DUTY PRC MOS AND SQI   DMSDWO OAG 203 X(5) 
DATE OF BIRTH   DOB OBG 217 X(8) 
SPOUSE SERVICE BRANCH   DODSPS OAG 203 X(1) 
DATE OF SEPARATION   DOS OAM 209 X(8) 
DEPLOYMENT CNTRY CODE   DPLCNY OAL 208 X(2) 
DUTY PRC - CO   DPRCCO OAG 203 X(9) 
DUTY PRC - WO   DPRCWO OAG 203 X(9) 
DATE OF RETURN FROM OS   DROS OAG 203 X(8) 
DISABILITY PERCENTAGE   DSBPCT OAM 209 X(3) 
CURR ASGN AREA FROM DATE   DTACD OAG 203 X(8) 
ADDITIONAL PAY DATE   DTADPY OBJ 217 X(8) 
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OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
      
COMMENCED TROOP CMD 
ASGMT   DTCCA OAF 237 X(8) 
REGIMENTAL AFFIL EFF DATE   DTCMRG OAG 203 X(8) 
EFF-DATE-CURR-PPN-OFF   DTCPPN OAG 203 X(8) 
REPORTING DATE   DTCPRP OAG 203 X(8) 
NUMBER OF DAYS TDY   DTDACR OAG 203 X(3) 
DATE DEPARTED ASSIGNMENT   DTDASG OAI 205 X(8) 
DATE DEPARTED FOR OS TOUR   DTDEOS OAG 203 X(8) 
DATE MGIB ENROLL   DTDMEA OCO 211 X(8) 
DEPENDENTS ARRIVED OS   DTDPAR OCX/OAE 237 X(8) 
DATE DEPARTED ACTUAL CMD   DTDPRT OAH/OAG 203 X(8) 
ENTRY ON ACTIVE DUTY   DTEADC OAG 203 X(8) 
EXPIR CURR SVC AGREEMENT   DTECUR OSS/OAG 203 X(8) 
DTE MIL TNG CRS STARTED   DTEDCS OCP 211 X(8) 
DEPLOYMENT DATE   DTEDPL OAL 208 X(8) 
"TO DATE" OF LAST OER   DTEEPD OAG 203 X(8) 
PROMOTION ELIG DATE   DTELPR OAU 212 X(8) 
DATE-EXPT-COMPL-MED-TNG   DTEMTG OAV 212 X(8) 
DATE-CURR-SVC-AGREE-CHNG   DTESAC OSS/OAG 203 X(8) 
FELWSHIP-COMPL-DT   DTFSHC OCO 211 X(8) 
DATE OF CONFINEMENT   DTENCF OAA 201 X(8) 
DATE GRAD FR MEDICAL SCH   DTGRMS OAU 212 X(8) 
DATE HEALTH PROF LICENSE   DTHPLC OAU 212 9(8) 
DATE HEALTH LICENSE EXPIR   DTHPLE OAU 212 9(8) 
INTITAL AVIATION RATING   DTIAR OAQ 210 X(8) 
DTE OF JOINT DUTY ASGMT   DTJDAC OAD 236 X(8) 
DATE OF LAST PCS   DTLAPC OAG 203 X(8) 
DETAIL BRANCH   DTLBR OAG 203 X(2) 
DATE DATA LAST MODIFIED   DTLMOD SEV DBS X(8) 
DATE OF LAST PHY EXAM   DTLPE OBG 217 X(8) 
DATE OF LAST RSGMT GAIN   DTLRSG OAG 203 X(8) 
DATE MEDICAL TNG COMPL   DTMDTC OAV 212 X(8) 
DATE MEDICAL TNG STARTED   DTMDTS OAV 212 X(8) 
DATE MIL CRS COMPLETED   DTMECC OCP 211 X(8) 
PROJ SEP/RETIREMENT DATE   DTMREM OAG 203 X(8) 
DATE-TERM-MED-SVC-OBLG   DTMSO OAU 212 X(8) 
DTE MED SP PAY OBLG   DTMSPO OAU 212 9(8) 
DTE PROMOTION BD 
CONVENED   DTPBDC OAZ 213 9(8) 
DTE FLD DETM PSSTAT   DTPDP OBG 217 X(8) 
DEPLOYMENT PROJ RETURN DT   DTPRDE OAL 208 X(8) 
DTE PERS SECURITY GRANTED   DTPSGC OAG 217 X(8) 
PERS SECURITY INVEST COMP   DTPSIC OBG 217 X(8) 
PERS SECURITY INVEST INIT   DTPSII OBG 217 X(8) 
DATE REPORTED ASSIGNMENT   DTRASG OAI 205 X(8) 
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OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
      
DEPLOYMENT RETURN DATE   DTRDPL OAL 208 X(8) 
DTE RELEASD FM CONFINEMNT   DTRLCF OAA 201 X(8) 
RETIREMENT DISAPVL DATE   DTRTDS ODJ 221 X(8) 
SCHSHP-COMPL-DT   DTSCHC OCO 211 X(8) 
DTE RPT SUSP PERS ACTION   DTSFPA OAB 201 X(8) 
DATE STARTED JTDTY ASGMT   DTSJDA OAD 236 X(8) 
SEPARATION PROCESSING DTE   DTSPTP OAM 209 X(8) 
DATE TERMCMD ASGMT   DTTCA OAF 237 X(8) 
COMM CAREER MGMT FIELD   DYAOC OAG 203 X(3) 
DUTY PREFERENCE #1   DYAP1 OAG 203 X(1) 
DUTY PREFERENCE #2   DYAP2 OAG 203 X(1) 
DUTY PREFERENCE #3   DYAP3 OAG 203 X(1) 
DUTY LANGUAGE   DYLANG OAG 203 X(2) 
DUTY PRC AOC & SECD CAR   DYPOSD OAG 203 X(5) 
SECONDARY CAR MGMT FLD   DYSCF OAG 203 X(2) 
DUTY SQI - WO   DYSQIW OAG 203 X(1) 
EARLY-TRANSTN-DATE   EATRDT OBP 221 X(8) 
EFFECTIVE DTE - PREV GDE   EDPRMR OAG 203 X(8) 
DTE/DUTY POSITION CHANGE   EDTADP OAQ 210 X(8) 
EFFECTIVE DATE OF RSG   EDTRSG OAG 203 X(8) 
CIVILIAN EDUC CATEGORY   EDUCAT OCN 211 X(1) 
EFFECTIVE DATE OF PAY GDE   EFDTCG OAG 203 X(8) 
EFFECTIVE DTE SVC COMPT   EFDTSC OSS/OAG 203 X(8) 
EMERG-NTFN-ADDR   EMEGAD OEC 242 X(57) 
NAME-EMERG-NTFN-DSG   EMGDSG OEC 242 X(27) 
EMERG-NTFN-DSG-LOC-RMK   EMGRMK OEC 242 X(160) 
EMERG-NTFN-ADDR-ST-CONT   EMGSTC OEC 242 X(29) 
EARLY SEPARATION PGM TYPE   ESEPTY OBP 221 X(1) 
ETHNIC GROUP DESIGNATION   ETHGRP OBG 217 X(1) 
RELEASED FM ATTACHED DTE   EXDTAT ODF 204 X(8) 
INDIV FAMILY MEMBER CODE   FAMMBR OEC 242 X(02) 
DUTY SKILL - CO   FDASIC OAG 203 X(2) 
DUTY SKILL - WO   FDASIW OAG 203 X(2) 
FIELD DETM PSSTAT   FDPSTA OBG 217 X(1) 
FINANCE AUDIT STATUS CD   FIAUDS OBI 218 X(1) 
BASIC YEAR GROUP   FSA OAG 203 X(4) 
IND-FELWSHIP-TYPE   FSHPTC OCO 211 X(1) 
TROOP COMMAND TOUR YEAR   FYCAL OAF 237 X(4) 
GATEWAY PO MAIL   GTYPOM OCY 233 X(1) 
GATEWAY PO AREA MAIL   GYPOAM OCY 233 X(2) 
GATEWAY PO NUMBER   GYPONM OCY 233 X(9) 
HEIGHT   HGTIND OBG 217 X(2) 
STATE MEDICAL BOARD CERT   HPLCST OAU 212 X(2) 
INTERN/RESIDENCY HOST   HSPMTG OAV 212 X(6) 
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OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
      
PROJECT DEVELOPMENT IDENT   INDPDI OAG 203 X(9) 
INDIV RISK ACCESSMENT   IRISK OBO 220 X(1) 
JCS POSITION CODE   JDAPI OAD/OAI 205 X(8) 
JOINT DUTY ASGMT STATUS   JDAST OAD 236 X(1) 
JT DUTY ASGMT COMP STATUS   JDATCS OAD 236 X(1) 
JT DUTY TOUR CODE   JDTC OAD 236 X(1) 
JOINT SPECIALTY STATUS   JSOQ OAG 203 X(1) 
LANGUAGE IDENTITY   LANG OBE 216 X(2) 
LANGUAGE PROF SOURCE PRIM   LANGPS OBE 216 X(1) 
LANGUAGE PROF SOURCE SEC   LANGSS OBE 216 X(1) 
LANGUAGE LIST EVAL METHOD   LLISEM OBE 216 X(1) 
LANG LIST PROF SCORE TYPE   LLPSCT OBE 216 X(1) 
LANGUAGE LIST PROF SCORE   LLSPSC OBE 216 S9(2) 
CURR ASGN AREA STA NAME   LOCNM AOF 660 X(17) 
ON-ORDERS STATION NAME   LOCNM AOF 660 X(17) 
PRIMARY LOCATION PREF   LOCPRP OAG 203 X(1) 
OVERSEAS PREF LONG #1   LOSAP1 OAG 203 X(2) 
OVERSEAS PREF LONG #2   LOSAP2 OAG 203 X(2) 
LOSING COMMAND   LOSCA OAG 203 X(2) 
LOSING ACTIVITY CODE   LOSPPA OAG 203 X(2) 
LOSING UIC & SVC DESIG(W)   LOSUIC OAG 203 X(6) 
LOSING UIC   LOSUPC OAG 203 X(5) 
LANG READ EVAL METHOD   LRDGEM OBE 216 X(1) 
LANG READ PROF SCORE   LRDPSC OBE 216 S9(2) 
LANG READ PROF SCORE TYPE   LRPSCT OBE 216 X(1) 
LANG SPEAK EVAL METHOD   LSPKEM OBE 216 X(1) 
LOSING STATUS   LUNMST OAG 203 X(2) 
USMA ASGMT TYPE   MAASGC OAG 203 X(2) 
AVIATOR KEY   MAERRT OAQ 210 X(1) 
MARITAL STATUS   MARST OBG 217 X(1) 
MILITARY SCHOOLING COURSE   MCRDCC OCP 211 X(3) 
MOVEMENT DESIG FISCAL YEA R MDFY    O AH/OAJ/OAG 203 X(4) 
MED MGMT PROF PRIM   MDPFL1 OCQ 214 X(2) 
MED MGMT PROF SECOND   MDPFL2 OCR 214 X(2) 
MED MGMT PROF ADD'L   MDPFL3 OAU 212 X(2) 
MEDICAL SPECIALTY   MDSBCT OAT 212 X(2) 

MOVEMENT DESIGNATOR CODE   
MDTC    
O AH/OAJ/OAG 203 X(2) 

MED ACADEMIC INSTITUTION   MEDACI OAU 212 X(6) 
MEDICAL CATEGORY   MEDCAT OAV 212 X(1) 
MILITARY EDUCATION LEVEL   MEL OCO 211 X(1) 
MILITARY EDUCATION STATUS   MES OCO 211 X(1) 
MONTGOMERY BILL   MGIBSA OCO 211 X(1) 
MGMT GROUP - WARRANT   MGTGP OEB/OAG 203 X(2) 
TEMP GDE/PROM GDE CODE   MGTGR OAG 203 X(2) 
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OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
      
SERVICE MBR SPOUSE DATA   MILSP OAG 203 X(11) 
PILOT STATUS   MLFLST OAQ 210 X(1) 
TOT OP FLYING DTY CREDIT   MNOPFL OAQ 210 9(3) 
MONTHS BRIGADE LEVEL CMD   MOBRC OAG 203 9(2) 
MONTHS OF MEDICAL TRAININ G MOMDTG OAV 212 9(2) 
OFCR PROMOTION POTENTIAL   MOP OBO 220 X(1) 
WARRANT MGMT FLD PREF   MOSPWO OAG 203 X(4) 
MAJOR PERSONNEL ACTN DATE   MPADT OEA 241 X(8) 
MAJ-PERS-ACTN-MIL-CLASS   MPAMPC OEA 241 X(1) 
MAJ-PERS-ACTION-ORG-IDENT   MPAORG OEA 241 X(1) 
MAJ-PERS-ACT-PREV-ORG-ID   MPAPOI OEA 241 X(1) 
MAJ-PERS-ACT-PREV-MIL-CLS   MPAPPC OEA 241 X(1) 
MAJOR PERSONNEL ACTN RSN   MPARSN OEA 241 X(2) 
MAJOR PERSONNEL ACTN TYPE   MPATYP OEA 241 X(2) 
MILITARY PERSONNEL CLASS   MPCAD ALL   X(1) 
SPOUSE-MPC   MPCSP OAG 203 X(1) 
MAND-REM-RSN   MRDRSN OED 243 X(1) 
CIVILIAN EDUCATN SPECILTY   MSAE OCN 211 X(3) 
MEDICAL SPECIALTY   MTGSPC OAV 212 X(2) 
NAME, INDIVIDUAL   NAME OBG 217 X(27) 
NBR COMB SPONS DEPN   NBRCSD OAG 203 9(2) 
OVERSEA MONTHS NO OF   NBRMOA OAE 237 9(2) 
NO OF DEPENDENT ADULTS   NDEPA OBG 217 9(2) 
NO OF DEPENDENT CHILDREN   NDEPNC OBG 217 9(2) 
NBR IND SPONS DEPN   NISDEP OAG 203 9(2) 
ACTIVE FED COMM SVC   NMAFOS OAG 203 9(5) 
MTHS OF ACTIVE FED SVC   NMAFS OAG 203 9(3) 
NAME AUTHORIZED 
DEPENDENT   NMAUDP OCY 233 X(27) 
PREV ASGN AREA NO OF MO   NMPRAS OAJ 206 9(2) 
NO OF LONG OVERSEAS TOURS   NOLOT OAG 203 X(1) 
NO - SHORT OVERSEAS TOURS   NOSOT OAG 203 X(1) 
NO PERM CHNGS OF STATION   NPCSCF OAG 203 9(1) 
NUM REG AFFILIATED ASGMTS   NRGAFA OAG 203 9(1) 
NBR TIMES AWD/BDG GRANTED   NTAWDG OAK 207 9(2) 
OPMS GRANDFATHERED   OPMSGF OAG 203 X(1) 
ORB ASSIGNMENT STATUS   ORBSC OBI 218 X(1) 
STABILIZED ASSIGNMENT   ORSTT OAG 203 X(1) 
OVERSEAS ASGMT END DATE   OSAED OAE 237 X(8) 
OVERSEAS ASGMT START DATE   OSASD OCX/OAE 237 X(8) 
PRIM PREF CONSIDERATION   PAPREF OAG 203 X(1) 
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OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
      
PREV ASGN DUTY LANG ID   PDLANG OAJ 206 X(2) 
PERMANENT DATE OF RANK   PDOR OAG 203 X(8) 
PREV ASGN AREA DUTY TITLE   PDSDYP OAJ 206 X(24) 
PREV ASGN UNIT DSG-TDA   PDSGT OAJ 206 X(25) 
PDI CODE   PDSI OAG 203 X(3) 
PAY ENTRY BASIC DATE   PEBD OAG 203 X(8) 
ASGD CMD WHILE TN OR ST   PERSSS OAG 203 X(2) 
POTENTIAL GAINING PPA   PGNPPA OAH 204 X(2) 
PERMANENT GRADE ABBREV   PGRAD OAG 203 X(2) 
SELECTION BOARD STATUS   PGRSBS OAZ 213 X(1) 
NUMBER SELECTION FAILURES   PGRSFL OBO 214 9(1) 
GAINING UIC   PGUPC OAH 204 X(5) 
PHYSICAL PROFILE-PULHES   PHPFAC OBG 217 X(6) 
PHYSICAL CAT STATUS CPDE   PHYC OBG 217 X(1) 
PROJ COMM CAR MGMT FLD   PJAOC OAG 203 X(3) 
PROJECTED MED SPECIALTY   PJMDS OAG 203 X(2) 
PROJECTED MOS-WO   PJMOSW OAG 203 X(4) 
PROJECTED MOS AND SQI   PJMSDW OAG 203 X(5) 
PROJECTED SQI - WO   PJSQIW OAG 203 X(1) 
PROJ CAR MGMT WGHT 
FACTOR   PJWF OAG 203 9(1) 
PREV LINE NBR   PLNNBR OAJ 206 X(3) 
PROMOTION LIST/YR SEQ NUM   PLNYR OAZ 213 X(8) 
PREVIOUS ASGMT STATION   PLOCNA OAJ 206 X(9) 
PERSONAL MAILING ADDRESS   PMADDR OCY 233 X(57) 
INSTALATM ACT REQ ACTUAL   PMAO AO1 660 X(2) 
PERSONNEL MOB CATEGORY   PMOBC OAG 203 X(1) 
PMOS-BASIC (WARRANT)   PMOSWO OCU 215 X(4) 
PRIMARY MOS & SQI - WO   PMSDWO OCU 215 X(5) 
FAX NBR AUTOVON DUTY   PNAVDF OBG 217 X(7) 
PHONE NBR AUTOVON - DUTY   PNAVDY OBG 217 X(7) 
PHONE NBR COMM - DUTY   PNCDY OBG 217 X(10) 
FAX NBR COMM - DUTY   PNCDYF OBG 217 X(10) 
PHONE NBR EMERG-NTFN   PNEMGN OEC 242 X(10) 
PHONE NBR MAIL ADDRESS   PNPMAD OCY 233 X(10) 
POSITION NUMBER   POSNO OAG 203 X(4) 
ATTACHED ACTIVITY   PPA AO1 660 X(2) 
PREV PROCUREMENT PGM NO   PPNPRI OAG 203 X(2) 
PREV POSITION NUMBER   PPOSNO OAJ 206 X(4) 
PREV ASGN DTY CAR MGMT CO   PPRCCO OAJ 206 X(9) 
PREV ASGN DTY CAR MGMT WO   PPRCWO OAJ 206 X(9) 



 

Revised June 2004    72

TOPMIS II TRAINING MANUAL 
TOPMIS II Frequently Used Data Elements  
 
OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
      
PREV ASGN PARA NBR   PPRNBR OAJ 206 X(4) 
PREV ASGN AREA UNIT NUM   PQUNO OAJ 206 X(4) 
PROFESSIONAL REGISTRATION   PRCERT OAW 212 X(1) 
PRIMACY   PRDVEM OAG 203 X(1) 
PREV ASGN AREA CMD CODE   PRECA OAJ 206 X(2) 
NAME, INDIVIDUAL PREVIOUS   PRENAM ODG 217 X(27) 
PREV ASGN UNIT & SD (W)   PREUIC OAJ 206 X(6) 
PRIMARY SKILL IDENTIFIER   PRIMSW OCU 215 X(1) 
PROM-LIST-SEQ-NBR   PRLNSR OAZ 213 X(8) 
PREVIOUSLY DESIG MOS * SQ I PRMSDW OCT 215 X(5) 
PERS RELTY PGM ASGMT ST   PRPAS OBG 217 X(1) 
PROM HIST - PERM (CO/WO)   PRPDOR OAX 213 X(8) 
PROM HIST - PERM (CO/WO)   PRPGRA OAX 213 X(2) 
PRP-RQMT-STAT   PRPRS OBG 217 X(2) 
PREV DESIG AREA-CONCENTRA TN PRVAOC OCS 214 X(3) 
PREVIOUSLY DESIG MOS - WO   PRVMSW OCT 215 X(4) 
PREVIOUSLY DESIG SQI - WO   PRVSQW OCT 215 X(1) 
MILITARY PERSONNEL OFFICE   PSC AO1 660 X(4) 
PERS SECURITY INVEST COMP   PSIC OBG 217 X(1) 
PERS SECURITY INVEST INIT   PSII OBG 217 X(1) 
SSN HOLD AREA   PVSSN ODG 217 X(9) 
PREV WEIGHT CTL PROG DTE   PWCPCD OBG 217 X(8) 
UNIT ASGN AREA UNIT NUM   QUNO AO1 660 X(4) 
RACE   RACPOP OBG 217 X(1) 
RA-INTGRTN-STAT   RAINTG OAG 203 X(1) 
RECORD STATUS CODE   RECSTA OAG/OBG 217 X(1) 
RACIAL/ETHNIC DESCENT CAT   REDCAT OBG 217 X(1) 
RELIGION   RELDEN OBG 217 X(2) 
RETIREMENT DISAPVL RSN CD   RETDSR ODJ 221 X(1) 
RETIREMNT REQUESTD ST CD   RETRST ODJ 221 X(1) 
REGIMENT AFFILIATN STATUS   RGAAST OAG 203 X(1) 
REG AFFIL PROG UNIT NO/BR   RGTAFF OAG 203 X(6) 
REG AFFIL PROG HOME BASE   RGTAHB OAG 203 X(2) 
READING PROFICIENCY LEVEL   RLRPR OBE 216 X(2) 
LISTING COMPREHENSN LEVEL   RLSPR OBE 216 X(2) 
REASON TRP CMD INELIG   RNTRCI OAF 237 X(1) 
RECORD IDENTIFIER   RRECAC OBG 217 X(1) 
ROTC GRADUATE SCHOOL 
CODE   RSCH OBG 217 X(6) 
REASON FOR ASSIGNMENT   RSGRSN OAJ/OAG 203 X(2) 
REASSIGNMENT TYPE   RSGTYP OAJ/OAG 203 X(2) 
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OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
      
REASON SUSP FLY STATUS   RSNSFS OAQ 210 X(1) 
DT SEP APPLIC APPROVED   SAPRDT OBP 221 X(8) 
TYPE OF ORIG APPOINTMENT   SCOA OAG 203 X(1) 
SERVICE COMPONENT   SCOMPT OSS/OAG 203 X(1) 
DUTY SKILL - CO   SDASIC OAG 203 X(2) 
DUTY SKILL - WO   SDASIW OAG 203 X(2) 
SEPARATION PROG DESIG   SEPDEM OAM 209 X(3) 
SEPARATION REASON   SEPRSM OAM 209 X(2) 
SEPARATION TYPE   SEPTYM OAM 209 X(1) 
SEX   SEX OBG 217 X(1) 
SFPA INDICATOR   SFPAI OBI 218 X(1) 
REASON SUSP PERS ACTION   SFPARS OAB 201 X(1) 
SVCEMENS GROUPS LIFE INS   SGLICO OBG 217 X(2) 
IND-SCHSHP-TYPE   SHPTCD OCO 211 X(1) 
LANG-SPEAK-PROF-LVL   SLSPR OBE 216 X(2) 
SOURCE ORIG APPONTMT-CO   SMPCCO OAG 203 X(1) 
SOURCE ORIG APPONTMT-WO   SMPCWO OAG 203 X(1) 
OVERSEAS PREF SHORT #1   SOSAP1 OAG 203 X(2) 
OVERSEAS PREF SHORT #2   SOSAP2 OAG 203 X(2) 
SPECIAL PAY - LANGUAGE   SPLANG OBJ 217 X(2) 
DTE SEP APPLIC RECEIVED   SRECDT OBP 221 X(8) 
SEPARATION DTE REQUESTED   SREQDT OBP/ODJ 221 X(8) 
INCUMBENT SOC SEC NBR   SSN ALL   X(9) 
REPLACMNT SOC SEC NBR   SSNIFR OWD 290 X(9) 
SPOUSE-SSN   SSNSPS OAG 203 X(9) 
DTE SEP APPLIC SUBMITTED   SSUBDT OBP 221 X(8) 
STATE OF BIRTH OF OFFICER   STBR OBG 217 X(2) 
STATE OF BIRTH OF SPOUSE   STBRSP OBG 217 X(2) 
STATE-EAD   STEAD OBG 217 X(2) 
HOME OF RECORD - STATE   STHRED OBG 217 X(2) 
LOSING ASGMT STATE   STLA OAG 203 X(2) 
PREV ASGMT STATE   STPA OAJ 206 X(2) 
ST OF PROF REGISTRATION   STPRRG OAW 212 X(2) 
TERNARY AUDIT CODE   STRDAT OBI 218 X(2) 
SERVICE COMPT - MIL SP   SVCMSP OAG 203 X(1) 
TROOP COMMAND GRADE   TCGR OAF 237 X(2) 
PHONE NUMBER HOME   TELNHM OCY 233 X(10) 
MEDICAL TNG AOC   TNGAOC OAV 212 X(5) 
TROOP COMMAND CATEGORY   TRCMCT OAF 237 X(1) 
TROOP COMMAND STATUS   TRCMDS OAF 237 X(1) 
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OFFICER   TAPDB TAPDB     
TAPDB-AO   DATA TABLE DB   
    NAME ID ID PIC 
      
TYPE OF TOUR COMPLETION   TRCMST OAE 237 X(1) 
TROOP COMMAND UNIT BASIS   TRCUAB OAF 237 X(1) 
TRANSFER REASON   TRFRSN OAG 203 X(2) 
TRANSFER TYPE   TRFTYP OAG 203 X(2) 
TNG-RQMT-AOC   TRQAOC OAV 212 X(3) 
TNG-RQMT-MED-PROF-LVL   TRQMPL OAV 212 X(2) 
TYPE SUSP PERS ACTION   TSFPAR OAB 201 X(1) 
ZIP CODE OR APO/FPO NUM   UADZIP AO2 660 X(9) 
UNIT ASGN AREA DESIG - MT OE UDESC AO1 660 X(15) 
ATTACHD UIC & SVC DESIG(W  UICAT OAG 203 X(6) 
UNIT ASSIGNMENT STATUS CD   UNMST AO1 660 X(2) 
UNIT ASSIGNMENT CMD CD   UNTCA AO1 660 X(2) 
ATTACHED UIC   UPCAT ODF 204 X(5) 
USAR/NGUS PUD/DD   UPCCA OAL 208 X(5) 
VET-EDUC-ASSIS-PROG   VEAP OCO 211 X(1) 
VIETNAM GIB ELIG STATUS   VEGIBS OCO 211 X(1) 
VERIFICATION OF SSN   VSSSN OBG 217 X(1) 
WO COMM CATEGORY   WOCCAT OAG 203 X(1) 
WEIGHT   WTIND OBG 217 X(5) 
DATE ACCESSION PROCESSED   YMACPR OAG 203 X(6) 
YR-MO-ACFT-QUAL   YMACQL OAO 210 X(6) 
YR-MO-ARMY-PERS-TEST-ADMI N YMAPTA OBG 217 X(6) 
ASGMT ALLOCATION MONTH   YMARQC OAI 205 X(6) 
DATE OF AVAILABILITY   YMAV OAG 203 X(6) 
EXCEPTNL FAM MBR EXPIR   YMEEFM OAG 203 X(6) 
STABILIZATION DATE   YMESP OAG 203 X(6) 
IMMUNO-DEFIC VIRUS TEST   YMHVSC OBG 217 X(6) 
YR-MO-IND-WT-CON-PRFL-DET M YMIWCP OBG 217 X(6) 
JT SPECIALTY STATUS DATE   YMJSOQ OAG 203 X(6) 
LAST OFFICIAL PHOTO DATE   YMLOPH OAG 203 X(6) 
OFFICER PRO. POT. DTE   YMMOP OBO 220 X(6) 
DATE PREVIOUS AOC   YMPAOC OCS 214 X(6) 
PDI AWARD DATE   YMPDSA OAG 203 X(6) 
 
PREFERENCE STATEMENT 
DATE   YMPREF OAG 203 X(6) 
DATE OF TEST OR INTERVIEW   YMPTL OBE 216 X(6) 
MONTHLY PPA AUDIT   YMSTDA OBI 218 X(6) 
CIVILIAN EDU YR COMPLETED   YRCEC OCN 211 X(4) 
CIVILIAN EDU LEVEL YEAR   YRCELV OCO 211 X(4) 
YR OF AMERICAN BD CERT   YRMDSC OAT 212 X(4) 
YR PROFESSIONL REGISTRATN   YRPRRG OAW 212 X(4) 
YR LAST REG AFFIL ASG CMP   YRRAAC OAG 203 X(4) 
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EXERCISE 9 

 
 
Exercise no. 9 will allow you to select active duty officers who have an Additional 
Skill Identifier (ASICO) of a Parachutist. 
 
<Click> Preview First 100 Rows box. 
 
Selected Columns Window 

 
  PGRAD     
  BABR  
  PSC  
  ASICO 
  NAME 
  SSN 
   
 
<Click> on the dec box. 
 

A.  Highlight [SSN]. 
 
B. <Click> on the Move Column Up icon (the green arrow). 
 
C.  Highlight [Name]. 
 
D. <Click> on the Move Column Up icon. 
 
E. <Click> on the box on the left hand side of the data element names. 

 
Condition Area 
 
     A. <Click> on logical to add a second line. 
 
     B. <Click> on and. 
 
     C.  Drag the ASICO from the Selected Column window to the data base column field. 
 
     D.  Change your operator to exist with. 
 
     E.  Search for the ASICO for Parachutist in Tess Search. 
 
     F.  Run your Query. 
 
 
 



 

TOPMIS II TRAINING MANUAL 
Complex Queries Exercises 
_________________________________________________________________________________ 
 
Query Result Asset 
 
    A. <Click> on View. 
 
    B. <Click> on Combined View. 
 

EXERCISE 9 
Screen Shot 
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EXERCISE 10 

 
 
Exercise no. 10 is a continuation of exercise no. 9.  Exercise no. 10 will allow you to 
select active duty officers who do not have an Additional Skill Identifier (ASICO) of a 
Parachutist. 
 
Selected Columns Window will remain the same. 

 
 
Condition Area 
 
       A.  Change your operator to exist without. 
 
       B.  Run your Query. 
 
Query Result Asset 
 
       A. <Click> on View. 
 
       B.  <Click> on Combined View. 
 
 

EXERCISE 10 
Screen Shot 
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EXERCISE 11 

Exercise no. 11 will allow you to select active duty officers who are on orders. 
 
<Click> on Preview First 100 Rows box. 
 
 Selected Columns Window  

        SSN 
         PGRAD 
         Name 
         BABR 
         ARQODA_ORDERS 
         ARPMAO_ORDERS 
 
<Click> on the dec box. 
           
      Condition Area 
 
A.  Add a second line. 
 
B.  Drag ARQODA_ORDERS from the Selected Column window to the data base 
column field. 
 
C.  Change your operator to is. 
 
D.  Run your Query. 
 
Query Result Asset 
 
A. <Click> on View. 
 

C. <Click> on Combined View. 
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EXERCISE 12 
 
 

  Exercise no. 12 is a continuation of exercise no. 11.  Exercise no. 12 will allow you to 
select active duty officers who are not on orders. 

 
 

 The selected Column Window will remain the same. 
 
      Condition Area 
 
A.  Change your operator to is not. 
 
B.  Run your Query. 
 
Query Result Asset 
 
A. <Click> on View. 
 
B. <Click> on Combined View. 
 

EXERCISE 12 
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EXERCISE 13 
 
Exercise no. 13 will allow you to select active duty Majors, LT. Colonels and 
Colonels. 
 
A. <Click> on Preview First 100 Rows box. 
 
B.  Select the following data elements from the Available Columns Window and 

move them to the Selected Columns Window: 
 
 Description Name 

   
         Social Security Number 
         Permanent Grade 
         Name 
         Basic Branch 
         Military Personnel - select current duty unit [A1] 
 
<Click> on the dec box. 
           
      Condition Area 
 
A.  Select all active duty officers Majors, LT. Colonels and Colonels. 
 
B.  Run your Query. 
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EXERCISE 14 

 
Exercise no. 14 will allow you to select all active duty officers, excluding for Majors, 
LT. Colonels and Colonels. 
 
A. <Click> on Preview First 100 Rows box. 
 
B.  Select the following data elements from the Available Columns Window and 

move them to the Selected Columns Window: 
 
 Description Name 

   
         Social Security Number 
         Permanent Grade 
         Name 
         Basic Branch 
         Military Personnel   - select current duty unit [A1] 
             
<Click> on the dec box. 
           

      Condition Area 
 

A.  Select all active duty officers; do not include Majors, LT. Colonels and Colonels. 
 

B.  Change your operator to not in. 
 

D. Run your Query. 
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EXERCISE 15 

 
Exercise no. 15 will allow you to select active duty officers that currently have a duty 
description of commander. 
 

1. <Click> on Preview First 100 Rows box. 
 

2.  Select the following data elements from the Available Columns Window and 
move them to the Selected Columns Window: 

 

 Description Name 
        Social Security Number 
         Permanent Grade 
         Name 
         Basic Branch 
         Military Personnel - select current duty unit [A1] 
         Assigned Duty Title            
   

<Click> on the dec box. 
           
      Condition Area 
 

A.  Select all active duty officers. 
 

B. <Click> on logical to add a second line. 
 

C.  Drag CUDEDP from the selected column window into the database column field. 
 

D.  Change your operator to like. 
 

E.  Use the % for the wild card. 
 

F.  Run your Query. 
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EXERCISE 16 

 
 

Exercise no. 16 will allow you to select active duty officers who do not currently have a 
duty title of commander. 

 
The data element name should remain the same in the selected column window.   
            
           
      Condition Area 
 
A.  Change your operator to not like. 
 
B.  Run your Query. 
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TRAINING OBJECTIVES 
 
TRAINING OBJECTIVE 4:   Strength Reports 
 
At the end of this class, with reference to strength reports, the student should be able to: 
 

1. Understand and run the Detail Strength Report by command and installation 
(ARQODA & ARPMAO). 

2. Generate a Detail Strength report using various sort methods. 
3. Navigate through the strength data elements to drill down to individual 

assigned officers (location inventory). 
4. Generate ORBs, RFOs, or new EXCEL spreadsheets from strength reports. 
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Strength Query 
 
Strength reports provide figures reflection the current and projected operating strength 
for Commissioned and Warrant officers managed by the Officer Personnel Management 
Directorate. Strength figures are based on OPMD data rather than on EMILPO data. 
 
Reports are not predefined for you. You can query on four data element; 
ARQODA, ARPMAO, CONGR and ASGAOC. You must select a MPCAD 
COMMISSION or WARRANT. All the strength is query the same the report are in 
different format. 
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CLASS EXERCISE 1: 
 

• Double click on the STRENGTH icon on the Selected Application Service. 
 

• Double click on the Detail Strength Report by Congr on the Service Menu  
 

• Selected    MPCAD =   COMMISION    ARQODA = FC      ARPMAO = TH 
 
You must also sort by one on the option; in this case we will be sorting by CONGR. 
Once you select your criteria double click on the RETRIEVE icon on the tool bar. 
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The Strength Detail Report is based on the Projection Date.  All calculations are based 
on this date. The column that you use to sort (in this case Congr) will be the first 
column of the report. 
 
STRENGTH DATA ELEMENT 
 
 ARQODA:  THE OFFICER DISTRIBUTION AUTHORITY ACTIVE DUTY CONTAINED 
ON THE REQUISITION PERTAINING TO THE SERVICE MEMBER'S ASSIGNMENT 
(CMD) 
 
ARPMAO: ASSIGNMENT REQ PERS MGT ACTIVITY - OFF 
 THE PERSONNEL MANAGEMENT ACTIVITY CONTAINED ON A REQUISITION 
PERTAINING TO A COMMISSIONED/WARRANT OFFICER ASSIGNMENT 
(OPMD IARCA) 
 
CONGR: CONTROL GRADE THE GRADE REQUIRED BY THE POSITION THE 
OFFICER WAS SENT TO FIL OR THE GRADE CODE IN WHICH THE OFFICER IS 
CONTROLLED FOR ASSIGNMENTS. 
 
    
AUTH:   THE TOTAL AUTHORIZATIONS FROM THE PERSONNEL MANAGEMENT 
AUTHORIZATION DOCUMENT (PMAD). 
 
PMAD: PERSONNEL MANAGEMENT AUTHORIZATION DOCUMENT 
 
 PMAD   DESCRIPTION A DOCUMENT BUILT X 2 YEAR TO REFLECT FORCE 
STRUCTURE AS PER SAMAS AND TAADS FILES. SOLE SOURCE OF ACTIVE 
ARMY AUTHORIZATIONS BY UIC, MOS, GRAD FOR CURRENT AND BUDGET 
YEARS.  
 
        EDIT CRITERIA 
        SAMAS = STRUCTURE AND MANPOWER ALLOCATION SYSTEM 
        TAADS = THE ARMY AUTHORIZATION DOCUMENT SYSTEM 
 
PROJ: PROJECTED OPERATING STRENGTH BASE ON THE FORMULA BELOW 
 
 
PROJ = CURR – LOSS + GAIN + VOU – PLOS 
 
 
CURR: THE TOTAL NUMBER OF OFFICERS ASSIGNED BASED ON THEIR 
CONTROL GRADE 
 
LOSS: THE TOTAL NUMBER OF OFFICERS SCHEDULED TO DEPART BY THE 
END OF THE ASSOCIATED PROJECTION DATE. 
 
GAIN: THE TOTAL NUMBER OF OFFICERS SCHEDULED TO ARRIVE BY THE END 
OF THE ASSOCIATED PROJECTION DATE. 
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STRENGTH DATA ELEMENT 
 
 
VOU: VALID OPEN UNFILLED REQUISITIONS VOU THE TOTAL NUMBER OF 
VALID, OPEN, UNFILLED REQUISITIONS WITH REPORT DATES THAT FALL 
WITHIN THE ASSOCIATED PROJECTION DATE. 
 
DIFF: DIFFERENCE BETWEEN AUTH AND PROJ FIGURE SHOWING RESULT OF 
SUBTRACTING PROJ FROM AUTH. 
 
PLOS: ANY OFFICERS WHO YMAV FALL WITH IN THE PROJECTION DATE AND IS 
NOT ON-ORDERS THE OFFICERS IS CONSIDER A TRUE LOSS. 
 
PRO:THE TOTAL NUMBER OF VALID, OPEN, UNFILLED REQUISITIONS AND/OR 
OFFICERS ON-ORDERS,WITH REPORT DATES THAT FALL BEYOND THE 
ASSOCIATED PROJECTION DATE. 
 
PRGN: THE TOTAL NUMBER OFFICERS WHO ARE COSIDER A PROJECTED 
GAIN, BUT THERE REPORT DATE IS OUTSIDE THE ASSOCIATED PROJECTION 
DATE. 
 
DML: THIS IS CALLED THE DISTRIBUTION MANAGEMENT LEVEL. 
 
DMSL: THIS IS CALLED THE DISTRIBUTION MANAGEMENT SUBORDINATE 
LEVEL 
 
 
 
 
 
 
 



 

TOPMIS II TRAINING MANUAL 
Strength  
_____________________________________________________________________________________________________ 
 
 
Selected officers can be viewed by their name and ssn by double clicking on  
CURR, LOSS, GAIN, VOU, and PLOS which will produces a report similar to the one 
below.  
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 TRAINING OBJECTIVES 
 
TRAINING OBJECTIVE 5: Officer Record Data (ORD) 
 
At the end of this class, the student should be able to: 
 

1. Understand the purpose of the ORD and how to navigate its multiple screens. 
2. Know how the ORD relates to all other TOPMIS II modules. 
3. Update officer personnel information by performing all three methods of data 

entry. 
4.   Use TESS and the Interface Broker as they relate to the ORD module. 
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Welcome to the TOPMIS II ORD Module 
Topics 

- Overview 

 What is the ORD?  Who can update the data? 
 
- TOPMIS I STATUS 
 - Career Manager Notes 
 Located on TOPMIS II Main Menu 
 YMAV (Officer Availability) located on TOPMIS bottom of Screen 30  
 Screens remaining on TOPMIS I awaiting TOPMIS II development: 
 Screen 19 (Loss/Drawdown) 
 Screen 23 (Retirements) 
 Screen 25 (Separations) 
 Screen 31 (Database) 
 Screen 24 (Acquisition A1, A2, A3, A4) 
 Screen 27 (Troop Command T1, T2) 
 
- Features 
 Robo Help/Bubble Help 
 Changing/Adding Screens 
 Interface Broker 
 Army Spouse Officer Corp 
 
- TESS Search (From Help Option of menu bar or ICON on tool bar) 
 Search by field name or value 
 Filter by description or value 
 Definitions by full name or abbreviation 
 
- Methods to update ORD screens 
 Click in field to update, and then choose one of the following techniques: 

a. Type-over-Highlight and type-over existing data or type in new data,  
 Save 
b. Select from Dropdown – Choose a selection from the dropdown list, save 
c. Delete a line – Right mouse click, choose the delete option, save 
d. Add a line – Right mouse click, choose the add option, add data by using 

method a or b above 
 
- Problem Resolution: 
 Data Standards/Data Accuracy - Update Errors 
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Training Tips for Using the C/S TOPMIS II Officer Record Data Screens 
 
Screen #30 is used to update YMAV.  
 
Move from screen to screen inside a single officer record by clicking the drop down 
arrow at the top of the current screen and selecting another screen from the list.   
 
Moves to Screen #1 will always require you to select the officer by name or SSN.   
 
White areas are not used to indicate your ability to update that field.  Update capability 
is still based on your user profiles.   
 
In fields where you select a value from multiple options, a drop down arrow will appear 
when you click on that field.  You are then able to select from the list.   
 
The "enter" key is not used to save your updates.  The save button should activate after 
you enter a change. You must use the save button (looks like a diskette) on the tool bar 
or go to file, save on the menu bar. 
 
The right mouse click is used to add and delete recurring lines of information.  For 
example, adding a line to ASICO (additional skill identifier) or MCRDCC (military 
course).      
  
Bubble help is available by running the cursor over the name of the field.  A short 
description will appear at the bottom of the screen.       
 
Don't hesitate to use the various TESS options. The TESS filter is especially helpful 
when searching for specific words or values within a long list of options. 
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      ORD Exercise 1 
 

 
 
 
a) Open Screen 04A – Personal Mailing Address 
b) Highlight the ADSTRM field  
c) Type new data over the existing information 
d) Click SAVE icon when finished  

 
 

ORD Exercise 2 
 

 
 

e) Notice the updated material in the ADSTRM field. 
f) Click on the Application Service button, (the first picture icon on the left side of your 

screen) 
g) Double click on Officer Record Brief 
h) Double click on Officer Record Brief  
i) Click Yes to view the selected officer’s ORB 
j) Check the ORB to ensure that the new information is reflected 
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ORD Exercise 3 
 

 
   
a) Open Screen 04B – Personal Info, Family, Spouse 
b) Click in the white area next to field RELDEN. 
c) If you have update privileged, the dropdown arrow will appear.  

 
 

ORD Exercise 4 
 

 
 
 
d) Select any item from the dropdown. 
e) Notice the new data. 
f) Click SAVE icon when finished  
g) Check the ORB for updated information 
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ORD Exercise 5 

 

 
 
 

a) Open Screen 06A – Foreign Language 
b) Click in the white area next to the field to update 
c) The Dropdown arrow will appear 
d) Select the Add item, the new line appear 

 
ORD Exercise 6 

 

 
 

e) The Dropdown arrow appear if available 
f) Click on the Dropdown arrow, the list appear 
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ORD Exercise 7 
 

 
 
g) Scroll down the list to find the desire code 
h) Select item from the list by click on item 
i) New data appear in the field 
 

ORD Exercise 8 
 

 
 

j) Continue add data by the same method 
k) Click SAVE icon when finished  
l) Check the ORB for updated information 
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TRAINING OBJECTIVES 
 
TRAINING OBJECTIVE 6: REQUISITIONS 
 
At the end of this class, the student should be able to: 
 
1. Query and view eligible population reports based on branch and grade 
2. View open requisition reports 
3. Process a normal assignment through fusion 
4. Understand other assignment actions available 
5. Understand the process of making student assignments 
6. Review the capability to build requisitions if required 
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Requisition and Assignment 
 

 General Information  
 
 Viewing Requisitions and Eligible Populations 

 Requisition Reports 
 Requisition Selection Tab 
 Eligible Population from a requisition 
 Eligible Population from the Application Service broker (menu) 

 
 Beginning an Assignment Instruction 

 Assign Soldier to Requisition (know face/know space) 
 Requisition (know space/unknown face) 
 Qualified VOU for Officer (know face/unknown space) 
 Eligible Population (unknown face/unknown space) 

 
 Fusion 

 Cutting the assignment instruction 
 Special instructions 
 Release the assignment instruction 

 
 Other Assignment Actions 

 Delete – unreleased assignment 
 Amendment – released assignment 
 Revocation – released assignment 
 Diversion 

 
 Student Assignment 

 
 Special Branch Assignment 

 
 Building Requisitions 

 Non-managed position requisition 
 Managed position requisition  
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TRAINING OBJECTIVE 6: TOPMIS II Web (eTOPMIS) 
 
 At the end of this class, the student should be able to: 
 

1. Access and navigate the TOPMIS II website (eTOPMIS) to view personnel 
information including:  

a. ORBs 
b. Assignment Instructions (RFOs) 
c. Selection Lists 
d. Promotion Orders 
e. TOPMIS II POCs 

 
2. Know what personnel information is available to personnel managers and 

units in the field via eTOPMIS. 
 
3. Understand that there are “levels of permission” built within the site and that 

not all users can access all information (example – selection lists). 
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As an added security measures, you must use your AKO User name and Password to 
enter eTOPMIS.  If you don’t have an AKO account, or you are locked out, you can visit 
their website at:  https://www.us.army.mil/portal/portal_home.jhtml, or contact the 
AKO help desk at:  Commercial (703) 704-4357, 
 Toll Free - 1(877)AKO-USER (1-877-256-8737) or, 
                                 DSN:  654-4357. 

Revised June 2004    101

https://www.us.army.mil/portal/portal_home.jhtml


 

TOPMIS II TRAINING MANUAL 
eTOPMIS   
_________________________________________________________________________________ 
 
 

TOPMIS II WEB SERVICE 
https://isdrad15.hoffman.army.mil/ETOPMIS/etopmislogin.jsp

 
 

 
 
 
 
TOPMIS II web services are offered to our clients.  TOPMIS II (T2) Web provides 
minimum services such as viewing and saving In order to access the services offered 
on the TOPMIS II web, a user ID and password are needed. 
 
 
ACCESS:    
1. Open your web browser and type in the following secure site address: 

https://www.topmis.hoffman.army.mil.  In order to view TOPMISS II online service 
your computer must have Internet Explorer 5 (IE5) and Acrobat reader.  The link to 
both of these downloads are available to you on the T2 home page.  Also, a scrolling 
marquee of important information relating to T2 can be found on the T2 homepage.  

 
2. For class purposes use the user id zcmuser.  Tab down and type in your password, 

which is crossing. 
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To retrieve a single ORB, move your cursor over the ORB tab and left click on single. 
 
 

 
 
 
RETRIEVING AND SAVING A SINGLE ORB 
 

1. ORB Type:  Select Regular. 
2. Type GREENLEE in the Name box 
3. Click Search 
4. Select one of the returned officers 
5. To save, click on the save button located on the toolbar. 
6. Save the ORB using the officer’s last name and last four of their social security number. 

 
NOTE:  Saving the ORB to a pdf file allows the file to be used as an email attachment. 
 

Right click on the left arrow. 
Right Click:  Home. 
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The Multiple ORB function allows you to retrieve the ORBs of several officers. 
 
RETRIEVING AND SAVING MULTIPLE ORB’s 
 

1. Scroll you mouse over the ORB tab 
2. Select Multple 
3. Enter selected SSNs 
4. Right click Submit 

You are allowed to type up to 20 SSNs.  Therefore, you can 
view and save up to 20 SSNs. 
 

NOTE:  This function only allows you to type 
in the SSNs.  The cut and past function are 
disabled. 

RIGHT CLICK:  Online Service Tab 
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Assignments - Request for Orders (RFO):  The Assignments online service allows you to 
retrieve RFO’s with various selection criteria.  Currently PERSCOM distributes the RFO to the 
gaining and losing commands, but this is not always successful in reaching the correct 
destination.  This feature will allow the MILPO to initiate the retrieval of the RFO directly or get 
a summary report of RFOs released by PERSCOM.  
 
Selection:  The area below the title “Assignment Instruction” and above the solid “T” shaped 
line is your area to enter the selection criteria from the available choices.  View this selection 
area as three columns for explanation purposes.  The first column contains SSN, Name, and 
Personnel Service Center (PSC).  The second column contains Unit Identification Code (UIC) 
and Command (CMD)/Installation Code (PMA) with the option to identify either of these as 
losing or gaining.  The third column contains the date ranges you want to search on.  Future 
changes to this page will allow you to select “None” for the date range so that you could retrieve 
all the Assignment Instructions (AI) for a specific individual by name or SSN.  Be careful how 
you use the selection criteria fields so that you do not retrieve large quantities of AI’s that you do 
not need.  All the Assignment Instructions since mid-1997 are contained in the file that is 
searched for the criteria selected.  The basic text of the Assignment Instruction are maintained in 
the entirety, but the special instructions are deleted three months after the report date (DTRASG) 
or three months after release date which ever is later.  If the special instructions have been 
deleted a message to that effect will be printed in the special instruction area of the AI.  The 
following are examples of how this might be used.   
 
 
 1. Move your cursor over the RFO 

tab 
2. Click on Single/Batch RFO  
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3.  Type FCTH next to ARQODA/ARPMAO 
4.  Click on the submit tab 
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Click on the back arrow located in your tool bar 
Click on the Create Batch RFO tab 
 
 

 
 
 
The system will send you an email message (similar to the one below) once your batch 
RFOs are ready for viewing.  Therefore, it’s imperative that your TOPMIS II profile 
contains your correct email address.   
 
Sir/Madam:   
 
Your Batch RFO request is complete.  
 
RFO Search Criteria:  
 LOSING CMD PMA = fcth DATE RANGE FROM Apr-20-2004 TO Apr-27-2004  
The request resulted in 22 Officers. This batch RFO is available at 
https://www.topmis.hoffman.army.mil/orbmain/default.asp To logon, go to RFO 
and click on Batch RFO.  
If you have any questions or problems, please send an email to 
mailto:tapcopds@hoffman.army.mil  
 
Thanks  
 
eTOPMIS Online Support  
. 
 
 

5.  Click on the Profile tab located in the eTOPMIS tool bar. 
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 PROFILE:  TOPMIS II Web allows all users of TOPMIS II to make 

modifications to their user information.  
 
 
 This screen displays information pertaining to the TOPMIS II user who is logged into 

the website. 
 All of the information with the exception of logon time is pulled from your form 49-R. 
 The Update Your Profile tab User Information screen also shows the last time that 

the user logged into TOPMIS II using the web or through the Citrix Client) 
 

 The next time that you log onto the eTOPMIS using your assigned user ID, review your 

information. If there are any incorrect entries, feel free to make changes. Once all 

changes have been corrected, be sure to click on the update profile button. 
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Move your cursor over the Help tab 
.

  
Here you will find links to the TOPMIS II user’s guide and TOPMIS II registration 
information. 
 

Position your cursor over the Orders/Lists tab. 
 

 
TOPMIS II Web Services also allows you to view: 
 
 Promotion Orders for service members from the rank of SFC to SGM, CW3 to 

CW5, and  1LT to General Officers, 
 AMEDD Regular Army Integration Orders, and 
 Accessions, and 
 Current Selection List 
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One of the new features for eTOPMIS 
is the Other Links… addition.  You 
now have the capability to link directly 
from eTOPMIS to the HRC homepage, 
ODS, DAPMIS, PERMS, and Adobe 
Acrobat websites. 

 
 
 
 
CITRIX:  TOPMIS II can be viewed from your desktop by visiting the Citrix XP website 
at:  https://remoteweb1.hoffman.army.mil/LogonAgent/Login.asp.  
 

  
 
 
Here, you will type in your Citrix User Name, password and domain (prad).  Once 
you are logged into the site, enter your TOPMIS II username and password to begin 
using TOPMIS II. 

Revised June 2004    112

https://remoteweb1.hoffman.army.mil/LogonAgent/Login.asp

	TABLE OF CONTENTS
	 Page
	TRAINING PASSWORDS 2
	OVERVIEW/ 3
	SIMPLE QUERIES 26
	COMPLEX QUERIES  59
	STRENGTH REPORTS 84
	OFFICER RECORD DATA/ORD 89
	ASSIGNMENTS AND REQUISITIONS 98
	TOPMIS II WEB  100
	OFFICER ASSIGNMENT PREFERENCE (OAP)  113
	  TOPMIS II TRAINING
	USER ID AND PASSWORD
	Login
	 User id:  zcmuser
	 Password:  crossing
	E-TOPMISS II
	 User id:  zcmuser
	 Password:  crossing
	 TRAINING OBJECTIVES
	TRAINING OBJECTIVE 1: Overview of the TOPMIS II Desktop 
	At the end of this session, the student should be able to:
	1. Have a basic understanding of the TOPMIS II Desktop.
	2. Understand the following terms:
	a. TOPMIS II Desktop
	b. Service Application
	c. Interface Broker
	d. TESS
	 
	TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	TOPMIS II displays the date and time of the last refresh to the system.  This information is found at the top of the screen.  
	 
	 Review of the TOPMIS II Desktop
	 File 
	- Printer Setup
	- Exit 
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	Printer Setup window contains a list of printers specific to TOPMIS II
	Exit allows you to exit the TOPMIS II system. 
	Tools options
	 Options
	 Customize toolbar. 
	 
	Options allows you to modify your user profile
	 Updateable fields have a light or white background.
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	Customize Toolbar will allow you to customize you toolbar settings.
	 
	 Services Option
	- Apps 
	- Workflow 
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	-  Apps - Application Services – Main menu
	TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	Workflow -  mail system currently used for stabreaks, mainly used by the career managers and the distributions managers at HRC   
	 
	 Help Option

	- Help Topics
	- Tess Search – Technical Environment Support System
	-  What’s new and about
	TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	TESS Search is the data dictionary for TOPMIS II.  
	 
	- Enter the field names or values you would like to search [CONGR] (Control Grade) select <ok> to display the values.  
	- Select <more> to review the title, the field definition, the abbreviation, the field type and the field length.
	- Print will allow you to print the field value definition.
	TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	Save As - saves the values that you have selected to a document or a disc 
	   Enter a File Name <click> on [ok]. 
	 
	To find a specific value or data element name, type the field name, i.e., [CONGR], click on <ok>
	 Select the <value> radio button, enter the value you would like to find [I5] in the  selection criteria field area and select <ok>
	 This will give you the data element name for CONGR and the value for “I5”   
	TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	To find the values for a specific field name, enter the field name [CONGR] in the field name or value name area and select <ok>
	Select the <description> radio button and enter [MAJOR] in the selection criteria field area and select <ok>
	Select the <filter> button; this will give you the value and description for “MAJOR”. 
	 
	Select the <reset> radio button, to reset the descriptions field.
	TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	Select the <abbreviated> radio button to display the short name description or code for each value. 
	 
	Select the <value> radio button, enter [I5] in the field name and value area and select <ok>
	This will give you a list of Field Names that contains the value of ‘I5’.
	TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	Icons
	 Apps Icon – first Icon
	          Workflow – second and third icon, arrows pointed up and down 
	          Help - fourth icon, question mark 
	 
	Select the Apps icon to enter the main menu 
	TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	Officer Record Brief (ORB) - is an important tool used in the management of officers, it is updated from the Officer Record Data (ORD) screens, there are two types of ORBs
	Regular ORB – the regular ORB is used by personnel managers at HRC and the field
	Board ORB -  HRC selection board members use this ORB in conjunction with other documents to gain an initial impression of an officer’s qualifications and career history
	To access
	- Double <click> on [Officer Record Brief] 
	- Double <click> on [Officer Record Brief]  
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	< Click> on the down arrow on the [TYPE] of ORB line
	To display a regular or board ORB
	<Click> on the [officer] or [warrant] radio button to select the commission or warrant officer ORB
	 Enter the officer’s SSN, <click> on [Search] to display the officer’s ORB.  
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	To refresh your screen <click> on [new query] and follow the steps on the previous page
	To run a by-name ORB enter the Officer’s name, i.e,  
	- Smith 
	- Smith James
	- Smith J
	- <Click> on [search] to display the officer’s ORB
	Note:  To retrieve an officer’s ORB <click> on the commission button or Warrant <click> on the warrant button..  The default is commission and warrant officers. 
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	Double <click> on the Officer’s [name] you would like to be displayed.  The Officer’s Name, SSN, Record Status Code, Rank and Branch will also be displayed at the bottom of the screen.  The total number of records retrieved will be displayed at the bottom left hand side
	- Print Feature
	- Single ORB
	- <click> on the print icon
	- Multiple ORBs
	                           -  Highlight the names by doing the following
	-  Printing Selected Names
	                           -  Press [ctrl] key and <click> to highlight selected names, click on print 
	-  Printing A Group of Names
	                          -  < Click> on the first name and press the [shift] key and <click> on the last name to highlight the selected names, click on the printer icon
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	The Import SSN List option will allow you to import SSN’s or 
	Names from another interface broker. i.e., excel
	We will discuss this option further in the Asset II Query option.
	 
	The Past SSN list is similar to the Imp SSN list option; this will also be discussed in the Asset II Query option.
	TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	The Hint Balloon Option will display information about the officer when you move the mouse on the officer’s name, <click> on [Hint Balloon] to select this option. The balloon displays the Officer’s name, SSN, Record Status Code, Branch and Rank.
	 
	Change the focal length by clicking on [zoom] to percentage button
	The percentage option will allow you to change the size of the form.  The 
	default is 100%.
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	The magnifying glass or the zoom icon has been previously discussed. 
	 
	The third icon or Imp SSN list icon has been previously discussed.
	To close the ORB application, <click> on the [x] in the upper right-hand corner, or <click> on the [man] in the uppers left-hand corner and <click> on [close] or the folder icon  
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	Request for Orders application
	<Click> on the first icon, double <click> on [Requisitions and Assignments]
	Double <click> on [Assignment Instructions Viewpoint [RFO)]
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	This application will allow displaying of information by selecting the Commission or Warrant button, the Officer’s SSN or Name.
	 
	<Click> on [search] to display the data
	If you would like to display another RFO <click> on [new query].
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	RFO’s selection screen:
	A REQID (Requisition Identification) or CMAAOF/BR (Career Management Authority Active Duty Officer and Branch, i.e., W1/AV)
	The TOPMIS USERID the career management who cut the order
	A specific date, a range of dates or a since date, yyyymmdd.
	A PSC (Personnel Service Center) i.e., TD10 – Ft Jackson, SC.  When you select the 
	Gaining PSC button and enter the PSC, this will give you the RFO’s for officers who are on orders to Ft. Jackson, if you select the Losing PSC button and enter the PSC, you will be able to select RFO’s for those officers leaving Ft. Jackson.
	A CMD/IARC (Command Code and Installation Activity Requisition Code), i.e., TCSJ (TC stands for TRADOC and SJ stands Ft. Jackson, South Carolina).
	A UIC (Unit Identification Code) i.e., W6EDAA
	 TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	 
	To select the type of RFO, <click> on the [buttons] above the Officer’s RFO.   
	The types of RFO’s are Normal, Amendment, Revocation, Diversion and Extension.
	 
	To select the type of RFO, <click> on the [buttons] above the Officer’s RFO.   
	The types of RFO’s are Normal, Amendment, Revocation, Diversion and Extension.
	TOPMIS II TRAINING MANUAL
	Overview 
	_________________________________________________________________________________
	Highlight all the names to print the Officer’s current RFO.   
	 TRAINING OBJECTIVES
	TRAINING OBJECTIVE 2: ASSET II Simple Queries
	At the end of this session, the student should be able to:
	1. Navigate and use the interface broker to manage the officer’s record.
	2.   Write and run simple queries to manage an assigned population.
	 TOPMIS II TRAINING MANUAL
	Overview ASSET II Query System
	_________________________________________________________________________________
	 
	The Asset II query system will give you a user friendly application to create your own query.  This system will allow you to display Officer and Warrant Officer Data in a report format.  Asset II is the current replacement for Data Query and Data Reporter.
	Selecting Asset II application
	- double <click> on [Query System]
	- double <click> on [Asset II]
	 TOPMIS II TRAINING MANUAL
	Overview ASSET II Query System
	_________________________________________________________________________________ 
	 Review the Desktop
	 
	Standard Windows Features
	 Title Bar  -  Date of the last refresh to the system  
	 Menu Bar
	 
	File Option
	Open - opens an existing query
	TOPMIS II TRAINING MANUAL
	Overview ASSET II Query System
	_________________________________________________________________________________ 
	 
	Highlight the Query Name and <click> on [ok] to review the query.  After reviewing the query you have the option to run a public query.
	Note:  Click on the down arrow on the left hand side of the user name, to review other user’s public query.
	_____________________________________________________________________________
	 
	Delete - deletes an existing query
	TOPMIS II TRAINING MANUAL
	Overview ASSET II Query System
	_____________________________________________________________________________
	 
	Run - runs an existing query, the query must be displayed on your screen
	 
	Import Data - imports i.e., social security numbers into the condition area
	Close – close the query window
	 TOPMIS II TRAINING MANUAL
	Overview ASSET II Query System
	_____________________________________________________________________________
	 
	Save – updates an existing query 
	Save As - saves a new query
	 Domain 
	 Private - saves your query in your library
	 User -   saves your query in the public library   
	 Columns
	 Short Name Maximum 40 characters   
	 Long Name
	 Exit – exit you out of TOPMIS II
	 TOPMIS II TRAINING MANUAL
	Overview ASSET II Query System
	_____________________________________________________________________________
	 
	Edit - the cut, copy and paste features will allow you to cut, copy and paste information from Asset II or from a document, such as word or excel.
	 
	 View
	-  Apply Detail Condition -  
	-     Default – activated with check  
	-                    uncheck to deactivate 
	- Clear Query
	- Clear Select – selected column window
	- Perform Count  - print totals
	-      Default – inactive no check 
	-                     check to activate
	- Search Typeahead Short Name 
	-       Default – activate with check - type data element name in the  Query title bar. 
	                   Uncheck to activate - type the long name in the Query title bar.
	- All Tabs
	                  Default – activate with check - Displays all the Options available in the     condition area Uncheck to activate
	 
	 Tools
	- Options - user profile 
	- Customize Toolbar
	 
	 Services   
	- Apps  -  Application Service Menu
	- Workflow  - Mail System
	-  Inbox
	-  Outbox
	- Autoforward
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	 Window
	- Standard Window features
	      -  Cascade
	          - Tile Horizontal
	             -   Tile Vertical
	-   Layer
	-   Minimize all Windows
	-   Numbered list of open windows in the application
	 
	  Help
	- Help Topics 
	- TESS Search – TOPMIS Data Dictionary
	- What’s New
	- About  
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	 Application Maximize, Minimize  & Exit Buttons  - top right and left hand corner
	 Areas Unique to Query System – Asset II
	 
	 SmartIcon
	- Apps  - Application Service Menu
	- Open Inbox –  mail box
	- Open Outbox –  mail box
	- Search Up -   use when Typeahead shortname is deactivated
	- Search Down - use when Typeahead shortname is deactivated 
	- Clear Query – clears the query screen
	- Clear Select – clears the selected column window
	- Sort Columns – sort data
	- Move Columns Up –
	-         move data in the selected column window
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	- Move Columns Down
	-         move data in the selected column window
	- TESS  Search – right click on data element to access
	 
	 
	- Help
	- Open Folder – Opens a Query 
	- Save
	- Delete
	- Run – runs a query
	- Close – close a query
	 Status Bar – bottom of screen
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	 Query Title Bar
	 Preview First 100 Rows – preview 100 records
	 Query Selection Area
	- Available Columns Window – contains all data elements 
	- Selected Columns Window –  contains data elements you select to run your query
	                -    Decode – displays long name on your report by clicking in the box on the left hand side of the data element name in the Selected Column Window 
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	 Query Condition Builder Area 
	- Where 
	-  Sort - sorts the order of the data elements displayed  on your 
	   report
	- Syntax -  Select “View – All Tabs” from the menu bar to display
	- Plan  -  Select “View – All Tabs” from the menu bar to display
	- Groups - used for complex queries
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	 Group 1
	- Database Column - data can be added in the following manner;
	-         Type the data element name in the database column field or 
	-          Access TAPDB-AO data elements from the Selection Window  or the Available Column Window by clicking on the data element name and dragging the data element to the Database Column name field 
	-                           or
	-           <Click> on the 3 dots on the left hand side of the Operator Field  
	-               Type the data element name or the data element name long name in the Where_qry_cond_tx_typehead window  and click on [select] to display the data element you are looking for
	-   Operators - phrases used to determine a particular course of action, refer to hand-out
	- Condition - contains data elements values, codes, dates and/or phrases, i.e., null.
	- Logical -  connector, this feature will allow you to add a line 
	-           AND
	-           OR
	-       To delete a line do a right <click> to delete a line, to add a line back you must right <click> again and <click> on add.  After you add the line back you can use the logical connectors again.
	- Run Query
	-     <Click> on the run icon to execute your query.
	-       Located next to the closed folder icon.
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	         Query Asset Result Window
	 
	 File Option
	- Close  - Printer Setup
	- Print  - Exit
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	 Edit Option
	- Cut, Copy, Paste – allows you to copy results into excel or   word.
	 
	                               
	- Find – allows you to find the next occurrence of the data element you have identified in your selection criteria
	- Binocular Icon
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	Select All Rows – will allow you to highlight and select all your data to download to excel, ORB, ORD, RFO, DAPMIS Photo, etc.
	Square Icon
	 
	Deselect All Rows – allow you to deselect the data
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	Combine View – combine all of the officer’s data on one line
	 
	Master Detail/View – this the opposite of combine view
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	Suppress Repeating Field – the default is suppress repeating field
	Note:  if you change the default, this option works in the following manner:  If an officer has duplicate lines of information the information that is repeated does not print on the screen.
	 
	Display Short Column Name – displays the data element name as a header name, i.e., CVEDI
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	Display Long Column Name – displays the long name as a header name, i.e., Civilian Education School
	 
	Sort –Allows you to sort as many data elements (source data) as you would like
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	Sort – click on the source data and drag it to the columns area, select ascending or descending.  The default is ascending
	Filter – not available
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	Halt Combine/View Icon – Hand Icon - Stop your query result from  running
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	Downloading data to Excel
	 
	- Downloading Query Result Asset to Excel
	- <Click> on the APS icon
	- Double <click> on Export Data Window To File
	 
	- Type the [File Name]
	- Select [Excel with headers]
	- [Click] on Save
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	Downloading Data to Run ORBS
	 
	- <Click> on Edit and Select All Rows
	- <Click> on the APS icon
	- Double <click> on ORB
	- In the Application Service Broker Window <click> on [yes]
	If you would like to run ORBs on the records
	Note:  If you would like to select various records, you must highlight your selection by pressing control and <click>.  To select a group o
	 f records <click> on your first selected record and press the [
	 shift] key and <click> on the last record of your selection group.
	The same rules apply to ORB, RFO, ORD, DAPMIS Photo and Labels
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	EXERCISE 1
	(Screen Shot can be found on page 56)
	Selected Columns Window
	      A.  Select Preview First 100 Rows.
	B.  Select the following data elements from the Available Columns Window and move them to the Selected Columns Window:
	     
	       Data Element Name           Description Name
	       NAME                                Name
	       SSN                                   Social Security Number
	       PSC                                   Military Personnel  - select current duty unit [A1] 
	       ADCTYM                           Address City Mail                    
	       ADSTCM                            Street Address Line 2
	       ADSTM                               State Abbreviation
	       ADSTRM                            Street Address Line 1
	       ADZIPM                              Postal Zip Code
	 
	<Click> on the box to the left of the data element name in the selected column window.
	C. Find the data element for permanent grade; 
	         1.  <Click> on View.
	      
	         2.  <Click> on the [Search Typeahead Short Name] line.
	        3.   Type [grade] on the type ahead line.
	        4.   Select the data element for permanent grade.
	D.  Add the data element above the NAME in your selected columns window.
	E.  Move the Street Address Lines 1 and 2, above the Address City Mail.
	      Condition Area
	A. Select all active duty (RECSTA), Captains (PGRAD), assigned to Military Personnel (PSC), 55th
	  PSB Det. B SQD, AEUPE-PSB-HBA, APO, AE  09175-0885.  
	     B.  In the Military Personnel Window select Current Duty Unit [A1].
	     C.  Run your Query.
	 TOPMIS II TRAINING MANUAL
	Exercises ASSET II Query System
	Screen Shots
	______________________________________________________________________________________
	EXERCISE 2
	(Screen Shot can be found on page 56)
	The following query is a continuation of Exercise no. 1; it will allow you to select active duty Majors and Captains who have a basic branch of Air Defense and are assigned to the 55th PSB Det. B SQD, AEUPE-PSB-HBA, and APO AE 09175-0885.
	Selected Column Window
	       A.  Use the data elements from Exercise 1 in the Selected Column Window.
	       B.  Select the data element for Basic Branch.
	       C. <Click> on the box to the left of the data element name.
	       Sort 
	         In the Selected Column Window, move the data element for Basic Branch after SSN.
	 
	Condition Area
	       A.  Change your condition for PGRAD from equal Captains to select Captains and Majors (make sure you change your operator).  
	          B.  Select officers who have a Basic Branch of Air Defense.
	             C.  Run your Query.
	Query Result Asset Window
	             A.  Sort your result set by PGRAD.
	          B.  Download your data to an excel spreadsheet.
	DOWNLOAD DATA TO EXCEL
	        1.  <Click> on the Select Application Service icon (first icon).
	           2.   <Click> on Utility.
	           3.  <Click> on Export Window Data to File (field users) or New Excel        
	  Spreadsheet (in-house users).
	                 4.  Change your [Save as type:] to xls or excel with headers.
	           5.   Name your file on the [File name] line.
	        6.   Save your file on your Desktop on your [Save in] line or a file of your choice.
	* Note:  make sure you save the file; you will use it later in class.
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	EXERCISE 3
	(Screen Shot can be found on page 57)
	The following query will allow you to download SSNS from a spreadsheet into the condition area and print the information for the data elements that are identified in the selected column window.  
	Selected Column Window
	Control Grade
	Name
	Military Personnel 
	Social Security Number
	DATE REP-ASGMT-ORDERS
	OPMD IARCA - ORDERS
	 <Click> on the box to the left of the data element name, the [dec] box.
	Condition Area
	A.  Select active duty Officers and download SSN’s from your spreadsheet into the condition area. 
	B.  Create a line by <clicking> on logical and select [and].
	C.  Type [SSN] in the database column field.
	 D.  Select your operator.
	Downloading SSNS to the TOPMIS II Query System
	A.  Highlight your SSN’s, right <click>, <click> on copy.
	B.  Bring up your TOPMIS II query, right <click> in the condition field.
	C. <Click> on Paste.
	D. Run you Query.
	* Note:   If the DATE REP-ASGMT-ORDERS and the OPMD IARCA – ORDERS (on orders field) are blank that means that the officers are not on orders.
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	EXERCISE 4
	(Screen Shot can be found on page 57)
	Using the output from Exercise 3, create ORBs for the officers that are on orders.     
	A.  From the Query Asset Window, sort the data by using the data element for OPMD IARCA – ORDERS (ARPMAO_ORDERS).
	B.  Highlight the records of the Officers that are on orders.
	ASSET II Highlight Feature
	          1. <Click> on your first line of information you want to highlight.
	          2.  Move your mouse down to the last line you want to highlight.
	          3.  Press the [Shift] key and <click>. 
	C. <Click> on the Select Application Service icon (first icon).
	D.  Double <Click> on Officer Record Brief (ORB) and double <click> on ORB again.
	E. <Click> on [yes] on the Application Service Broker dialog box.
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	EXERCISE 5
	Using the output from Exercise 4, create Request for Orders for the officers that are on orders.     
	A.  Highlight the Officer’s name 
	B. <Click> on the first icon.
	C.  Double <Click> on Requisitions and Assignments.
	D.  Double <Click> on Assignment Instructions Viewprint (RFO).
	E. <Click> on [yes] on the Application Service Broker dialog box.
	EXERCISE 6
	Using the output from Exercise 5, create work address labels for the officers that are on orders.     
	A.  Highlight the Officer’s name 
	B. <Click> on the first icon.
	C. <Click> on Utility.
	D. <Click> on Label Generation.
	E. <Click> on the appropriate Select Label Type.
	F. <Click> on OK for the Label Specifications.
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	EXERCISE 7
	(Screen Shot can be found on page 58)
	The following query will allow you to count the total number of active duty officers for each PSC and grade.
	Selected Columns Window
	  PSC    <Click> current duty unit
	  PGRAD    
	A. <Click> on the DEC box
	B. <Click> on preview first 100 rows.
	C. <Click> on View and Perform Count.
	     Condition Area
	             A.  Select all active duty officers.
	B. Run your query.
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	 TRAINING OBJECTIVES
	TRAINING OBJECTIVE 3: Complex Queries 
	1. Understand the term “operator” as it pertains to conducting data queries:
	a. Become familiar with the rules for complex operations
	b. Know when to use different operators in a query.
	2. Write and run complex queries to assist in personnel population management.
	3. Use the various handouts provided on the query system for future reference.
	 
	COMPLEX OPERATIONS RULES AND SAMPLES
	 TRAINING OBJECTIVES
	TRAINING OBJECTIVE 4:   Strength Reports
	  TRAINING OBJECTIVES
	Welcome to the TOPMIS II ORD Module
	- Overview
	 What is the ORD?  Who can update the data?
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	Requisition and Assignment

	TRAINING OBJECTIVES
	TOPMIS II web services are offered to our clients.  TOPMIS II (T2) Web provides minimum services such as viewing and saving In order to access the services offered on the TOPMIS II web, a user ID and password are needed.
	The next time that you log onto the eTOPMIS using your assigned user ID, review your information. If there are any incorrect entries, feel free to make changes. Once all changes have been corrected, be sure to click on the update profile button.

